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FOREWORD

Large increases in the number of employees needed'
for business and office oc?Upations are projected
during the next decade. Business education inl'high schools

is the foundation of the program to prepare individuals for

these occupations.

This guide has been prepared to assist teachers with

the identification of research-based competencies. The use

of validated -competencies will enable the teabher to prepare

students with appropriate competencies for the labor market.
A

fr

All teachers are urged to exercise their creatt(ve°

efforts' to adapt and select content that is appropriate for

the needs of students in their community."

Fi

Melvin H. Garner
Administrative Directoi of

Vocational and Adult Education
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I N T R O D U C T I 0 N

The course outlines contained in this book were
developed to assist business educators with the
implementation of competency-based instruction.
Essential, skill areas and competencies for, beginning
workers in accounting, business data processing,
clerical accounting, and recordkeeping occupations
are identified in the outlines.

Development of the Outlines

Content included in the outlines is based on
the following:

4
A. V-TEC5 catalogs for bookkeeping, accounting, and

payroll clerk' noted a% BAPC in the outlines; for
data processing operations2 noted as DPO in the
outlines; for programming operations3 noted.as P
in the outlines; and for secretarialfstenographid,
typing aid related occUpations4.noted as SSIIR in
the outlines.

t

B. For the business data'proc in outlines, infor-
mation contained in the guide Business Data
Processing, Program Competenciesb s also used,

1;
This guide was developed from V-TE: catalogs for
business data processing and from two surveys
completed in Virginia. One of the surveys was of
business data processing teachers to determine
content of the curriculum at the-time and the
other was one of potential employers to determine
job' opportunities fbr business data processing
raduates.

C. Teacher input as to what is required of students
for initial employment and as to what can reason-

.

ably be expected of students.

7
S

I

.!

. c;-

1

D. Content previouily recommended by the Business
Education Service is appropriate for each
course.

E. Current instructional material% available for
business and office education offerings.

lA Catalog of Performance Objectives, Criterion-
Referenced Measures and Performance Guides:
Bookkeeping/Accounting/Payroll Clerk. Montvery
AL 36130: Department of Education, Division of
Vocational Education, 1978.

2
A Catalog of Performance Objectives, Criterion-
Referenced Measures and Performance Guides for
Data Processing Operations. Atlanta, 'GA 30334:
Georgia Department of"Education, Office of .

Adult and Vocational Education, July 1875.

3A Catalog,of Performance.Objectives, Criterion-
Referenced Measures and.Performance Guides for.
Programmers. Atlanta, GA 30334: Georgia
Department of Education, Office of Adult and
Vocational Education.

4
_

A Catalog of Performance Objectives, Criterion-
Referenced Measures and Perormance Guides for
Secretarial, Stenographic, Typing, and Related
Occupations. Richmond, VA 23216: DiviSiop of
Vocational Education, Department of Education,
July 1975.

Business Data Processing Program Competencies.
...DiEhmond; VA. 23216: Division of Program
_Services, Vocational Education, Department of
.Education, January 1979.

S



Content of the Outlines

Each outline is composed of a course description;
a listing of skill areas; a topical outline; and
enabling, terminal, and personal employability competen-
cies. 'Far.the occupational :preparation program out-
pes, Business Data Processing I and II and Clerical

Accounting I and II, the skill areas are listed
alph eticall Y as no skill area is considered more
important than another. However, the-personal
employability skills and knowledges, which do not have
enabling competencies identified, are listed last in
each outline. For the Accounting, Recordkeeping, and
Survey of Data Processing Outlines, the skill areas
are listed in logical instructional order as determined
by those who,developed the outlines.

The competencies stated for the sequential outlines
of Clerical Accounting fand II are often quite similar.
The difference is usually in the difficulty of the
material used and with the level, of performance-expected
of mare advanced students.

Expected terminal competencies in the outlines are
-set at levels considered minimum for advancement to the
next course or for job entry. The performancd levels
'are generally at a lower level than those in the V-TECS
catalogs since those in the catalogs reflect onrthe-
job performance of individuals employed for some time.

Suggestions for Using the Outlines'

Even though performance levels in, the outlines
are intended as Minimum, teachers may find that students

- do not achieve all of the, competencies, Particularly for
the occupational preparation courses. Achievement of
eighty percent of. the competencies listed'for Business-
Data Processing I, Business Data Processing II, Clerical
Accounting I, or Clerical'Accounting II may be considered

9

average performance for each course. Teachers should,
, however, strive to have students exceed the average
and exceed the competency levels identified in the
outlines whenever possible. Students can be encouraged
by being assigned higher grades on the basis of achiev-
ing more than eighty percent of the competencies or on
the-basis of exceeding the performance levels Ulentified
for the competencies. 7-

The outlines are designed to aid the business teacher
in establishing appropriate terminal and personal
employability competencies for each student to gain
employment. The competencies can be effectively u ed
wi local advisory committees and should assist in the

t culation of instruction from course to course a
well as from the high school level to the post-

.

secondary level.

Co-Editors:

/---
Dr. Betty R. Ricks
Old Dominion'University
-Norfolk, Virginia

Dr. B. June Schmidt

Virginia Polytechnic Institute
and State University
Blacksburg, Virginia

1>
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L.

Grade Level: 11` or 12'

ACCOUNTING (6320)

Prerequisites: None

- Accounting is,a oneryear,.single-period course offered on an elective'besis at either the eleventh- or

twelfth-gradi level. It is suppleMentari, to all occupational, preparation offerings except Clerical

Accounting I and IX. The course is designed to provide basic knowledge of Accounting procedures and to

dlvelop skills in. recording and analyzingatransactions. In addition, preparation, use, and interpretation

of financial records and statements are emphasized.

Thebillowing Skill areas are included in Accounting:

4

Skill Area 1 - ESTABLISH RECORDS
1.1 Terminology .

X;72.N.Beginning Balance Sheet.

1.3 Opening Entry .

1.4 Coirectiaps

Skill Area 2 - .BUSINESS TRANSACTIONS
2.1 Analyze
2.2 journalite,
2.3 Piave'

2.4 Post
'

Skill Area 3.-. EIb- Cr- FiSCAL PERICW'
3 Trial Balance
3.2 'djusting Entries
3.3 Complete Worksheet
3.4 Closing Procedures
3.5 Financial Statements

-15

Skill Area 4 -

4.1

4.3
4.4

PAYROLL

Gross Earnings
,Deductions

Net Pay
Records

4.5 Disbursements'

4.6 Journal Entries

Skill Area '5 -
5.1

5.2
5.3
5.4

DATA PROCESSING
Terminology
Relationships
Flowcharting
Accounting Applications

Skill Area 6 - PERSONAL EMPLOYABILITY sicrus-

AND.OMMOUEDGES
6.1 Future Business Leaderslof America
6.2 Organization Skills
'6.3 Human Relations Skills
6.4 Responsibility

IIA-1



IIA-2 .

- ACCOUNtINGA6320) ,

.
. .

Topical Obtlifie
..- .

C' , ,

ling Competencies Terminal Competencies
,

Ref.

-

.

1.

1.1

.

._.

1.2,

,

,.

1.3

iESTABLISH
REC9RDS.

Terminology ,

CAN THE STUDENT: , ,'

,

'Define specific accounting terms,
such as asset, liability, capital,
debit, cred4t, journals, source
documents, and double entry
accounting? .

.

4.

Classify itemaairassets, liabili-
ties,tie or' 'capital?

.Solve the accounting equation? .

.

Complete a balance sheet including
.the,.heading, asset, liability, and
capital sections?

.

Transfei the beginning balance
sheet information to the general :

ryvin correct entform?

.Open generil ledger accounts' by
recording the account titles and
assigned numbers?

t

.

Transfer debit and credit- balances
from opening entry to the general
ledger accounts?

.1 ,

,

.
.1,,,

.

' - .

CAN THE STUDENT;

.

,

.

14 Use accounting terms correctly
as they occur in oral or written
fwork? 4

.

..-
,

. ......
.

,

1.2 Correctly prepare a beginning
balance theet? .

. .

"

. .4

. .

.

1.3 Correctly redord and post the
opening entry?

T.
,

sa,

.

.

,.

''
_

.

.

4 .

.

.

55

' 1 ...

, .

..,

-

BAPC
28

.

BAPC

,

_

(

.

Beginning Balance
Sheet ,

...,

, _.
. .

I

,

Openin g Entry

..journal

-
.

.-*'

-
,

.

..
...,- 4"-->-4='''

.

17
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ACCOUNTING (6320)
.

,

,

Topical outline
.

Enabling Competencies
.

- Terminal Competencies Ref.

1.4

(

Coirections

......

CAN THE AUNT:
.

Locate errors?
.

.

Correct errors using proper
techniques?

_

.

.

.CAN TIE. STUDENT:'"
.

.

.-.

'

r

.

.

.

,

.

BAPC 8,

10, 12,

15, 23:

50., 70

,

.

.

2.

2.1

2.2

.

_

BUSINESS
TRANSACTIONS

,

Analyze

'

.

K

,

.......--,----

.,

,

Label the debittnd credit side
of accounts? _

Label the increase and decrease
side of accounts?

Record transactions involving
increases and decreases in
income-and expense accounts?

,

Pencil foot accounts and compute

.their balances? -
_

Journalize cash transactions in a
two-column general journal a
multi-column cash journal?

.

.

.

op

.

.

.

2.1 Correctly' debit and credits
,

accounts for ten transactions
involving increases and
decreases to the accounts?

.
.

\\.. .

..

\ .

.
,

.

'.

2.2 Journalize business trans

,
actions for a period oflbne
month?

',.,

.
_

.

. .

,

Journalize
.

.

.

1.9 a
_

IIA -3
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ACeOUNTING ?(6320)
_

topical Outline .

Ehablinj Competencies
.

.

Terminal Competencies * Ref.

.

2.3

.

2.4

so

-

.

.

Prove

_._

Past

-

_

-..

.

.

Cpai THE STUDENT:
.

Journalize transactions of a
merchandising business in a
combination journal and special
journals?

.

Fpot and prove the equality of
debits and credits in journals?

Prove cash by comparing check
record or actual cash balance
with cash journal ce?"

Total -and rule the journals?

Post the individual amounts in
the general columns td the
accounts in the general and
subsidiary ledgers? .

Post the totals bf the special -

columns to the general ?edger?

Indicate)roper posting refer-
ences?

\ It

CA2: THE STUDENT:

,

.

.

f

2.31 Foot and prove the equality
of debits and credits in

- 'one set of journals?

,. ,

0.2.32 Prove cash?
'

.

2.4 -Post to the proper ledger

accounts fora period of one
Month?': .

,

-.. A
l

.

.

.
.

.

.

BAPC
27

BAP-
27

BAPC 8,

10, 15,

19, 21,

22, 23

...

BAPC .

25

_

.-,

3.

3.1
.

A'
END-OP-PISCAL

, . v .

- .

.
. ,

Foot ledger accounts and compute
the accountbalandes?

-

,

'

.

,..,

361 Prepare a trial balance toT
provekequality of'debits ane*:
ceedfte posied to ledger
accounts?

PERIOD

Trial Balance

,

21
S

ii
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& p ACCOUNTINGq6i20) '
,

. . .. . %

.

.

. ,

Topical Outline
.

Enalking CoMpetencies,
% .

Terminer Competencies
.

Ref.
---

.

3.2

.

3.3

-

. :

.- ,
,

.

-.*

.

t

.
, ..

Adjusting Entries

.

. .
.

.

. ,

CAN THESTUDENT:' ,

. .

Record account balances intrial
balande columns of worksheet and
prove equalifyof debits and
credits?

.

Follow recognized proced4res for
locating errors that'can cause
trial out of
balance? '. . .
. , ,

.

Plan and record adjtIstments'on
the woiksheet'needed to update',
account balanes, such'as _
merchandise inventory, prepaid
amounts, supplies, depreCiationi
and bad debts? ,

.

.

Tots], 'adjustment columns and

provik equality of debit and
credit totals?'

,

Update general ledger accounts by
recording and_posting_adjusting--
entries?

,

.

Combine trial balance and adjust-
mint columns and extend the
income and expense items to the
income statement columns?

.

. .

_

..e

CAN THE STUDENT:

. ,
.

.
,

,

-

%.-

.,
-.

. ,
.. /

.

, 0 - 7
-

, , .

3.21 Accurately record five
.,' adjusting entry amounts in

r
proper columns On worksheet?,

.
,

.3.22 Accurately, journalize and
..

, ,
post five adjusting entries?

?;
:

.

'),,,,,

../ , ,

v,

P ''.
_

f'.-
.,,

,.%

$,

0t.
-t _ .

.

,

3.. Adcurately complete-,-Workhheet
t4 determine amount of in-
ccae or'loss for a fiscal
perid4

. ,

.
.

,

..

,

.

.

.

.

..

.

BAPC
9

.

,

.

t

.

.

.

.

,

Ati
.

.. .

.),

:.

.

.

-

Complete Wrksheet

.,

.

,'

.

. ,.

2rw 3

IIA-5
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. ACCOUNTING (6320)
, 7

.
, - -

Topical-Outline Enabling Competencies Terminal Competencies , Ref.
.'

.%

.

k ,

3.4 Closing
ca

Procedures

,

CI THE STUDENT:

Total the income statement and
balance sheet colOmns?

.

Calculate net-income or net
loss by determining difference i
income statement/balance sheet
column's?

.

.

Enter income /loss, total, and rule
cOlumns? -

t ..

, -'

Prepare,journal entries to clear
the income, cost, and the eipense
accounts by transferring their
balances to the incdioe and
expense summary account?

-

Prepare a journal entry to trans-
fer'the balance of the income
and expense summary account pp
the capital account? ,N

Prepare a journal entry to trans-
fer the balance of the drawing
account to the capital account?

,

Post the clOsing entries to the
general ledger? , .

Prepare a post-closing trial
balanci? ,

.

,

i

CAN THE STUDENT:.
-

.

.
.

-

-

.

,,

,

3.41. Close the
4

ledger by accurate-
ly preparing entries needed
for the summary, capital,
and driwing accounts? ,..,_

, -

3.42 Post closing entries?

3.43 Prepare a post-closing trial
balance to prove the equality

- of debits and credits posted
to the accounts?

.,
-

,

t ,t, tk,:.
TS, ,,

, .. ''
,..,

,

,

. ,.

.

.

BAPC
29 -

.

,;04

,--'

'

©

_ .

.

; , -

4

, .

25

46'
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. ACCOUNTING (6320)
_

. 6 .

Topical .1t1ir.e.

.

Enabling Competencies
.

.

Terminal Competencies Ref.

.

3.5 Financial State- '

...../

CAN THE STUDENT:

..

.

Prepare income statements from
completed worksheets?

.

.

,

Prepare capital statements from
completed worksheets and capital
account information? ,

,

Prepare balance sheets from
completed worksheets and capital
statements?

. .

.

Apply verification principle using
subsidiary and general ledgers to
prepare schedules such as accounts
receivable, accounts payable, and
cost of goods sold?

Using financial statements,
interpret the condition and
progress of the business during
a fiscal period?

. '

. .

.
.

.

.

CAN THE STUDENT:

'

3.53.51 Accurately prepare an income
1

,

statement from a-completed
Worksheet?

3.52 Accurately prepare a capital
,stitement from a completed
worksheet and capital account

4
, informati ?

i

3.53 Accuratel epare a balance
sheet from a completed Work-
sheet and capital statement?

.
.

3.54: Accurately prepare supporting
-schedules for accounts
receivable, accounts payable,
and cost of goods sold?

.

3.55* Use the financial statements
of a business to extract fiie
items of information to deter-
mine the condition and
progress of the business?

3

BAPC
30

BAPC
31

BAPC
32

/

BAPC
-33, 34

35

,

, menti f

.

. )

Income statement

:;F
:-,

?

,,w$.9/pital statement

... , ...

, .

-74: '
,

BaIance sheet

,

Supporting
schedules

.

. .

Analyze statements _

,

.

6 .

,- ,

. ,

'

27
28 -
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_ ACCOUNTING (6320)

Topical Outline
-

.
Enabling Competencies

.1,

Terminal Competencies Ref.

..

4.

'4.1

.

.

4.2'
.

4.3

4.4

.

.

4.5

.

. .

PAYROLL

.

Gross Earnings

.

0'

.

.

.

CAN THE STUDENT:
..

.

Compute gross earnings for
employees who receive salaries,
hourly earnings including over-
time, and/Or cemmissions?--

Compute required and voluntary
deductions using charts or by
computations?

.

Compute net pay?
.

,

Record payroll computations in a
payroll register and on individ-
ual employees earnings records?

o

,
.

Computea payroll change sheet
and cash slips for disbursing
cash payroll?

Prepare voucher checks?
.

,

.

4
J

.

.

CAN THE STUDENT:

4.1 Acourately compute five net
pay amounts including
calculation of. gross earn-
ings and deductions?

.

4.2 Accurately complete and
verify payroll for five
employees When given time
cards, payroll register, and

,A.ndividual employee earnings
:.records?

: .

.
,

,
.

.
.

.-

.

,

4.5 Accurately'prepare five pay
vouchers or cash slips from
payroll records?,

,

-

BAPC
'60, 63

BAPC
60, 62

i

BAPC
64

.

-

/
,

Deductions

.

.

.

Net Pay

,

'Records
.

.
.

.

.

Disbursements
-

.

,

.

o 4
.

'

29 30
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ACCOUNTING (6320)

1

TopicalwOutline, Enabling Competencies Terminal Competencies Ref.

4.6

,

5.

5.1

5.2

Journal Entries

CAN THE STUDENT:

Journalize and post the entries,
for salary expense, Federal*
insurance Contributions Act
(FICA) taxes, employee income
tames, and other deductions?

Calculate, journalize, an&post
the entries for epOloyer FICA,
State, Unemployment Tax Act (SUTA),

and Federal Unimployment Tax Act
(FUTA) taxes?

.

...... 5 ....

Define basic data processing
terms?

.

Explain the importance of elec-
tronic dati processing as it
relates to accounting?

Trace the flow of work between
the accounting department and the
computer center? .

.

,

.

CAN TIE,

4.61 Accurately journalist and
post entries for salary
expense, FICA tax,Tederal
Income tax, State Income tax,
and other deductions?.

4.62 Accurately journalize and
post entries for the employer
FICA, FUThred SUTA taxes?

.

BAPC

24

RUC
14

.

-........---.......--..........-1.

a
DATA PROCESSING

Terminology,

...

.

v

5.1 Use data processing terms
correctly as they occur in
oral or written work?

5.21 Identify the effects'of
electronic data Processing
on accounting work?

5.22 .Describe the relationship
that exists between a
computer center and an
accounting depattment?

.

c

I
'

.....

.

.

.

.

'Relationships

.

.

.

32

IIA -9
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ACCOUNTING' (6320) i

Topical Outline
Si. ,

/

Enabilng Competencies
.

.

Terminal Competencies - Ref.

5.3

5.4

.

,

4,-

Flow ti

.,

,

CAN .THE STUDENT':..

Use'.
,

flowdhart symbols to sho* how
an accounting problem can be
soiyed using electronic data
processing? 1/.

.

'Identify,accdunting applications
appropriate for a computer
system?

.

.

Compare manual systems and
electronic data processing
systems in accounting operations
such as journalizing, posting,
payroll, and purchases and sales
records?

Describe tie effects of micro-,
-computers-on the accounting
operations of businesses?'

. -

%,

o ---

,..

CAN THE STUDENT:
.

5.3 Correctly prepare a flowchart
to solvean accounting
problem using electronic data
processing?

5.41 Describe how a manual account -
ing operation can be
computerited?

5.42 Assess the impact of miCro--
Computers on accounting
applications?

.

,

.

.

,

f

.

440

.

.
.

.

*

.

.

e.

)

.

.

1

Accountin
Applications

.

.

.

33
34



ACCOUNTING (6320) 44. 'k
. . -

Topical Outline

.

Personal Employability Competenbies

.

6.

'6.1

6.2

6.3

6:4

,

.

PERSONAL EMPLOYABILITY.
SKILLS AND ICNOWLEDGES

,

Futire Business Leaders

'

.

..

''DOES THE STUDENT: ,
.

,

..
.

.
.

.

..-

. .

.

6.1 Joinand participate in local, regional, and *stet activities
of the Future Business Leaders of America?

.:.

,

6.21 Organize work materials fbr'best use of time70.
,

6.22 Plan work efficientlyto' meet deadlines?
.

6.23 Maintain an uncluttered area in and around desk?

1,.

6.31 Evaluate own performance realistically?
.

.. .

6.32 Work hakmoniously'withrothers on a group assignment?

. .

6.33 Demonstrate attitudes of respect and cooperation with peers?
. -

.6.34 Accept constructive criticism in a positive manner?

- ---

6.35 Exhibit se1f-cOntrol in contributing to class discussions?
,... . - .

.
. -

-
.

6.41 Exhibit traits-which demonstrate respceisiility including
,

bringing proper materials to class, productive use of timer,
and economic use of supplies? ,-,

-

\

of America

Organizational Skills

,

.

_

,

Suman Relations Skills

...-------

-t-P*- \''''

..

".

, .

Responsibility -

35 36 IIA-11
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ACCOUNTING (6320)

Topical OutlIne
\ Personal Employability Competencies

r
.

,.

,

.

.

.

.

.

.

, .

g .

.

.

,

-

4

.

.

.

.

.

-

,

4,
.

4

.

.

.

""-

DOES THE STUDENT: .

6.42 Attend class regularly?
1

.

,
16.43 Arrive on time? .

i

6.44 . Exhibit persistence and initiative in completing assignments? i

6.45 Follow oral and written instructions in completing assignments?

6.46 Identify personal responsibilities within a group assignment
and follow through to completion?

.

de

.

.

.
.

.

.

,.

.

.

,
.

,. .

, .
. .-

, .

.

-
.

.,
t.

c .

37"



Grade Level: 11

BUSINESS DATA PROCESSING I (6640)

Prerequisites: General Business
Typewriting

Business Data Processing I is a double-period occupational preparation course offered at the elventh-grade
level. Students are introduced to data processing procedures and examine careers in data processing. The
course is job oriented and includes instruction in data entry and peripheral equipment operation. Electronic.
data processing systems and programming also are introduced. Accounting is integrated into the course.

The following skill areas are included in Business Data Processing I:

SKILL'AREA 1 - ACCOUNTING SKILL AREA 4 - BUSINESS SYSTEMS
1.1 Terminology 4:1 Introduction
1.2 Beginning Balance Sheet 4.2 Flowcharting
1.3 Opening Entry. 4.3 Payroll Applications
1.4 Analyze
1.5 Journalize SKILL AREA 5 -

"A.
CAREER EXPLORATION

Prove 5.1 Preparation
1.7 Post 5.2 Choice
1.8 Trial Balance 5.3 Emerging Occupations
1.9 Financial Statements

SKILL AREA 6 - DATA ENTRY
SKILL AREA 2 - AUTOMATED ACCOUNTING 6.1 Off-line

2.1 Format, Analyze, and Code Records 6.2 On-line
2.2 Record/Edit Account Transactions 6.3 MachinelMalfunctions
2.3 Journal/Register Transactions
2.4 Posting Report SKILL AREA 7 - INTRODUCTION TO DATA PROCESSING
2.5 Trial Balance 7.1 Terminology
2.6 Financial Statements 7.2 Operations

7.3 Computer Overview
SKILL AREA 3 - BUSINESS CALCULATIONS 7.4 Hardware

a.1 Math Review 7.5 Software
3.2 Ten-key Machine Operation 7.6 Storage
3.3 Arithmetic Operations 7.7 Numbering Systems
3.4 Applications and Terminology 7.8 Data Representation

39

40
IIB -1



'rtKILL AREA 8 -
8.1
8.2
8.3

8.5

SKILL AREA 9 -

9.1

9.2
9.3
9.4
9.5
9.6
9.7

LV

9.8

SKILL AREA 10'-

10.1
10.2
10.3
.10.41
'10.5

/"10.7*

SKILL ARES 11 -
11.1
11.2
11.3
11:4
11.5

PROGRaMMING_CONCEPTS
Procedures ."

Problem7Solving Techniques
Code
Test
Documentation

PROGRAMMING LANGUAGE: BASIC

Language Structure and Statements
Systems Commands
List
Calculations
Functions and Subroutines
Single-Level Tables'

Minor, Itftermediate) and Final Totals
Disk Files -

UNIT RECORDS

Cards
Card Formats
evirA Sorter

:Reproducer

Interpreter
Cbllator
Card Jams

PERSON4.-EOPLOYABILITY SKILLS AND KNOWLEDGES
Futureatusihess,Leaders of America
HumazO:Relations Skills
4Job-Seeking Skills ,

Organizational Skills
9011munication Skills

YR

4

" -. 'Vt
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1. ACCOUNTING

1.1 Terminology

1.2 Beginning Balance
Sheet

1.3 Opening Entry

BUSINESS DATA PROCESSING I (6640)

EnabIir'.g Cor;efenci?s

L:.:4 Tr4E ST%L,ENT:

Define specific accounting terms,
such as asset, liability, capital,
debit, credit, journals, source
documents, and double-entry .

accounting?'

Classify items as assets, liabili-
ties, or capital?

Solve the accounting equation?

Complete balance sheets including
the heading, asset, liability,
and capital sections?

Transfer the beginning balance
sheet information to the general
journal?

Open general ledger accounts by
recording the account titles
and asbigned numbers?

Transfer debit and credit
balances from opening entry to
the general ledger accounts?

:ermine' Competencies Ref.

LAN TliE STUDENT:

1.1 Use accounting terms correctly
as they occur in oral or
written work?

1.2 Prepare a beginning balance
sheet?

1.3 Record and post the opening
entry?

43

BBC 28

d)

BAPC 28
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Topical Outline Enabling Compe\ tencies Terminal Competencies Ref.

1.4

.

1.5

1.6

.

Analyze

,-

.

-

.

,

CAN THE STUDENT:

.

Label the debit and credit side Of
accounts? , ' .

.

,

Label the increase and decr ase
si.- of "'accounts?

0.

Record -.0 -ctions involving
increases and .4 -ases-in assests)
liabilities, and owne - .

,...,,,

accounts?
..

Record transactions involving
increases and decreases in income
and expense accounts?

. . .

Pencil foot accounts and compute
their balances?

.

Journalize cash transactions in a
two-column general journal and a
=1U-column .,. journal?

.

Record cash sections including-
deposits, 4. acs,.PettY cash, and
bank charges? t.^

...,""

Journalize transactions of a
merchandising - business in combine-
.tion and special journals?

.

,

Fbot
0
and pkove the equality of

debits and credits in journals? .

CAN THE STUDENT:

1.4 Debit and credit accounts for
ten transactions involving
increases and decreases to the
accounts?

.

..,

_.

_

r

1.5 Journalize business trans-
actions for a period of one

. , month?

-

\

\

. .

'1.61 Foot and prove the egualityeof
debits and, credits in one set___:,

.

_

BAPC, 8
10, 12
15, 23
50, 70

.

.

laAPC 27

.

.

.

.

.-

Journalize

.

.

.

Prove

a

44
of journals?

is 45



1.7 Post

1.8 Trial Balance

BUSINESS DATA PROCESSING I (6640)

Enablxng Competencies Terninal ComFetencles

CAN TIE STUDENT:

Prove cash by.cciwaring check
record of actual Cash balance
with cash journal balance?

Wital and rule the journals?

Post the individual amounts in,
the general columns to the

in the general and
subsidiary, ledgers?

Post the totals of the special
columns to the general ledger?

Indicate proper posting referen-
ces?

,Foot ledger accounts and compute
the account balances?

Record account balanced in trial
balance columns of worksheets and
prove equality of debit and credit
totals?

Follow recognized procedures for
locating errors that can cause
trial bAlances to be out of
balance?

Correct errors using proper
techniques?

CAN THE STUDENT:.

1.62 Prove cash?

Ref.

1.7 o st journal entries to the
proper ledger accounts for a
period of one month?

1.8 Irepare a al balance to
prove equality of debits and
credits posted p3, ledgef'
accounts?

BAPC.27

BAPC 8
10, 15,

19, 21,

22, 23

4
BAPC 25

48 47
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BUSINESS DATA PROCESSING I (6640)

TopicalOutline Enabling Competencies

1.9 Financial Statements

Income statement

Balancil sheet

-7011.111640.1.7-

2. AUTOMATED

ACCOUNTING

2.1 Format, -Analyze,

_ and Code Records

to

WM.

CAN THE STUDENT:

, Terminal Competen4es

Prepare income statements from '

trial balances?

Prepare balance sheets from trial
balancei?

.1111.4.

Ref:

CAN THE S'fUhENT:

_-
1.91 Prepare income statement

from trial balance? ,

1.92 Prepare balance sheet from
trial balance?

1.93 Use the financial statements
of a business to extract
five items of information?

BAPC 30

BAPC 32

Determine fields to be included on
the transaction record?

interpiet the use of thefils,
on the transaction record?

Determine fields to be includes
on accoun glance record?

Interpret the .use of the fields on
thePoaccount balance record?

2.11 Using debit-credit, trans-
action-type, and record-type
codes, code 20 transactions
affecting asset,. liability,
capital, income, and
expense accoOntS?.

2.12 Code an account balance
record for an asset,
liability, capital, income,
and expenseccfunt?

O

48 49
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BUSINESS DATA PROCESSING I (6640)

Topical Outline
.

. Enabling Competencies Terminal Competencies
-

Ref.

2.2

'2.3

\ ..

.

.

.

Record/Edit Account

o

. _

CAN THE STUDENS:"

.

Explain. the function of debit-

credit, transaction-type, and
record-type codes as used on

.

transaction and account balance
records?

Analyze and code.transactions
affecting asset, liability,
capital, income, and expense,
accounts?

_

0Iv,

Code account balance records for
asset, liability; capital, income,
and expense accounts?

r
.

Record on p cards or magnet-
is medi4 account balanCes and
transaction records?

Use.prepare&computer programs to
check the accuracy of recorded
data?

. .
.

,
,.

Sot transaction 'records?
,

Use computer programs and documen-
tation to produce cas sales,
purchases, and gederal 3 urnals/
registers with multi.Lcol ?

CAN THE STUDENT:

.

4

.
.

.

.

. .st ,
.

lOr
..

.

.

.

___

2. Record,10 account balances
and 25 transactions using
either punched. cards or
magnetic Media?

''

.2.22, Using prepared coMpute?pro-.
, .cgrams, edit account balances

and transaction records for.

a fiscal.period?
.

..

2.31

.

Use.computer programs and'
docuMentation to produce
jburnals/registeri for a
fiscal period? h A

..

..,

.
.

Transactions

.

f.

..

. -

Journal/Register

Transactions
.

.

50 -
5 1
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BUSINESS DATA PROCESSING I (6640)

Enabling Competenci.es

-r

Terminal Competencies Ref.

2.4 Posting Report

2.5 Trial Balance

CAN'THE STUDENT`:

Prove the accuracy of journals/
registers by, comparing column
totals to transaction batch
.totals?

Prove cash by comparing actual
cash balances with cash journal
totals?

Sort and merge transactions and
balance records?

Use account balances and trahs-
action records, computer program,
and documentation to produce
posting reports?

Create new account balance
records from the posting reports?

Sort account balance records?

;

Use updated ac ount balance
records, compu er,program, and
documentation to produce trial
balances?

Locate and correct errors that
may cause trial balances to be
out of balance?

CAN THE STUDENT:

2.32 Proye the accuracy of journ-
.

als/registers by comparing
column totals to transaction
batch totals?

2.33 Prove cash by comparing
journal totals to
actual cash balance?

"2.41 Use computer program and
documentation to prepare a
posting report for a fiscal
period?

2.42 Create an updated account
balance record for a fiscal
period?

2.5 Using updated account balance
records, computer program,
and documentation, prepare a
trial balance for a fiscal
period?

52 53
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BUSINESS DATA PROCESSING I (6640)
efts. .1m. ...N.

Enabling Comjetencies' Terminal Competencies , Ref.

2.6 Financial Statements

1

O

3. BUSINESS
CALCULATIONS

3.1 Math aeview,

3.2 . Ten-key Machine
Operation

0.3 Arithmetic
Operations

111.........,

54.

CAN THE STUDENT:

Selecappropriate account balance
records for the calculation of
net profit

Prepare income statements using
computer program, documentatioh,
and account balance records?

Use account balance records to
produce a=balance sheet?

CAN THE STUDENT:

2.61 Using computer ogram,
documentation, and a ount
ba1ancexecords, produc an
income statement for a fiscal
peiiod?

2.62 Ustng a computer pr6gram,

documentation, and account
balance rewords, produce a
balance sheet?

°ft 4
Perform the basic arithmetical
processes of addition, subtraction,
multiplication,and division?

Operate ten-key calculatingma-
chines usih# proper fingering?

Perform addition, subtraction,
multiplication,, and division on
a caldulator?

-r

1

3.1 'Perform the basic arithmetical
processes of addition, sub-

fraction, multiplication, and
division?

3.2 Operate ten-key calculating,
machines by touch?

3.3 Perform addition, subtration,
multiplication, and division
on a calculator?

55
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- y

topical Outline
e

Enabling Competencies J Terminal Competencies Ref.
L.

, ,
'-'

,

CAN THE-STUDENT:. CAN THE STUDENT:
.

.
. *

° - 0 Use shortcuts and special func- .
T

, tion keys to increase speed? _i .'
,

. _

. Use. verification techniques to
.

improve accuracy?
_

3.4 Applications and Compute simple applications of ..3.4 - :Compute and vefifiamounts
Terminology discounts, markups, sales taxes, . and totals on various piisiness .

+commissions, interest,, and forms?
. . ,

extensions? .

,
. . .

.
. . . .

. Use prOPer terminology in dis-, .

cussing business forms? kl.

.

.
,

.

........ . ...
, .

,

4. BUSINESS SYS E:MS -
..

. . . .

,4.1 Introduction
i4,

Identify the'steps in the 4.1 Identify the procedures in '''

.

development ofAldata processing the development of a a. . .
r,,

. system? . , processing system? -4_
, ,

.

. List factors considered irC- .

,,
selecting a data processing .

system? . -
. ,

.

% '
.

. , .
.

4.2 FlOwchaiting Identify flowchart symbols6r 4:2 Construct a business systems
systems flowcharting? . flowchart using correct

r .nymbols? .., .

., ° 0 Demonstrate methdds of systems .

W floWchart construction?
1

.

.. ,

56
57
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Topical Outline

,

r.

BUSINESS DATA ROCESSING

Enabling Competencies

4.3. Payroll Applications

CalcuAte;recora

j

I (6640) 7 .

Terminal Competencies Ref.

CAN THE STUDENT:

Using flowcharts, explain the
steps for order and billing,
accounts receivable, accounts
payable, or inventory management
systems?-,

.;dentify reports generated by
typical business' systems?

ConstruCt'flowcharts for order
and.bill.ing, accounts receivable,
accounts payable:or inventory

-management systems? -.1"

t

Compute gross earnings for
employees who receive salaries,
hourly-dar'nings including-over-
time, and/or commissions?

*
Compute required and voluntary
deductions using charts orby
computationart.

Compute net pay?

Record payroll computations in a
payroll register and on individual

employees earnings records?

CAN THE STUDENT:

4:31 Complete and verify payroll
for five employees when given
time dards, payroll register,
and individual employees
earnings records?

1

BAPC 60,

63

58
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SS DATA'PROCESSING I (6640)

Topis:ai 06tline

'Disbursements

. CAfEER EXPLORATION

5.1 Preparation

5 \\2 Choice

Enabling Competencies

CAN THE STUDENT:

CompUte payroll .ange sheets
and cash slips f isbursing
cash payroll?

/

List entry-level qualifications
requiredfor data processing
employment?

Identify sources of educatibn for
data processing careers?

List careers in data processing?

Match operations performed With
data processing job,Ititles?

Match job titlesith entrr-
level requirements?

Match individual abilitied and
skills with entry-leveloorVitire-

tments?

Construct career'ladders for
data processing 'jobs?

Terminal Competencies
,c1

CAN THE STUDENT:
h

Ref .

4.32 Prepare five pay vouchers or
cash slips from payroll
records?

5.11 List entry-leverqualifica-
tions fbr data processing Y.

\employment?

'5.12 List, educational d pdxtuni-
',

ties for advancedistudpin
Sata:processing?.1

5.21 Match a!list,Of.jab titles
with job,delpriptions and
entry -level requirements?

,5.22 Construct a personal.career
laddei for twWpositions?

0

o

t

4

BA1C 64

6G * . '61



BUS u SS DATA PROCESSING I (6640)

ncles 4 Terminal Competencies Ref.Topical Outline Enabling Compet

a*,

5.3 Emerging
Occupations

CAN THE STUDENT:

List examples of new computer
applications?

Identify career ,opportunities

resulting from new computer
applications?

CAN THE STUDENT:

5.3 Give examples of new computer
applications that'will provide
future career opportunities?

6. ISATA ENTRY

6.1 Off-Line

462

Explain the relationship between a 6.11
source document and an entry
record?

Set up key-entry devices?

From record layouts, prepare data '`
entry programs for key -entry
devices?

Key data fr m source documents?
V

Verify keyed input for accuracy
using verification devices

Correct entry errors identified
by verification procedur ?

Maintain sequence and c trol
of source documents to keyed
data records?

ti

Perform off -line data entry
operations?

6.12 On an off-line device, key
data from source documents
at a minimum rate of 7,000'
key strokes. per hour with a
maximum five percent error
rate?

Z.

6,3
IIB -13
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BUSINESS DATA PROCESS'tNG I' (6640)

Topical Outline Enabling Competencies

IIB-14

Terminal Competencies Ref.

6.2 . On-Line

6.3 achine,

Mal funcgong

CAN THE STUDENT:

Sign-on/sign-off of on-line
devices?

.Recall exiiing screen forlits
used to key-data?

Key data from source documents?

Respond to displayed messages?

Check for keying errors by
comparingeprintouts to source'
data?

Recall existing verification
scrgejn formats to ehte data for
verification?

Correct entry eror identified
by verification procedures?

Recognize machine malfunctions?

Report malfunctions to appropriate
individuals?

CAN THE STUDENT:

6.21 Perform en-line data entry
operations?

6.22 On an on-line device, key
data from source documents
at -a minimum rate of 7,000
key strokes per hour with-a '
maximum five percent-error
rate?

6.3 Detect and report machine
malfunctions on key-entry
devices?

64
"AN

1.4
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BUSINESS DATA PROCESSING I (6640)

Tcpical Outline Enabling Competencies Terminal Competencies Ref.

INTRODUCTION TO
DATA PROCESSING

7,1 Terminology .

7.2 Operations

7.31 Computer
Overview

Computer
generations.

Types

g

66

CAN THE STUDENT:

Define typicaldata processing
terms?

Identify sequential steps in data
processing operations?

Identify devices that are used for
mechanically processing data?

Identify devices that are used for
electronically procesding data?

Identify the three components of
an electronic data processing
system?

List unique hardware
computer generation?

CAN THE STUDENT:

7.1 Define typical data processing
terms?

7.21 Given steps for data process-
ing operations, arrange the
steps in sequence?

7.22 Distinguish between manual,
mechanical, and electronic

data processing systems?

feature of each 7.31

Describe applications of digital , 7:32
computers?

Describe applications of analog
computers?

Compare the ma or hardware
advancement of 'each computer
generation?

Differentiate between uses
of digital and analog
computers?

67
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'

Advantages/dis-
advantages

.;.

.

,

7.4 Hardware

,

CAL. HE STUDENT:

Compare time required to process
data using computers and other
data processing methods?

Compare space requited to store
data by computer and by other data
processing methods?

Listother advantages Of
processing dor* by computer?

List disadvantages of processing
data by computer '^ 444

.

Define ware?

r

Identify computer input devices?

i

Identify computer storage devices?
b \

.

,"-,

. .

--,,

-

,

..

,

,

-.

,

0 .
,)

,

CAN THE STUDENT:

1.33 , Compare advantages and *
disadvantages of processing
data by computer and by
other methods?

0,

.

. . 4

7.41 Categorize a list of hardware
according to function?

.. o',
.

7.42 Explain the functions of- the
#-_cceritral processing unit?

.._

t

.

.. ..

. ,

....V

,

' ,..,

.

4

.

.

.

.

,
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.

7.5

. , ,.

.

'

.

.

.

s

.

.

.
. .

.

,

Software

,

,

.

.
:.

.

0

CAN THE-STUDENT:
.

,

Identify computer output devices?

,

Identify the three parts of the

_ central processing unit and
explain the functions, of each?

V.

I

Define software?

Describe !Unctions of the
dmputer'operating system? '

Describe fundtions of compilers,
assemblers, and interpreters'?

._,
Describe the functions of--utility
and application programs ,,"

.

Describe COBOL, RPG, and.BASIC
programming languages? ''''`)

Explain coding as it relates
to the.develoloment of programf

Define testing, and debugg.ing'?'
. . I :e ..-, ,
Explain impottance-of
documentation?

1

. s.
, .

4

.

CAN THE STUDENT:

.

. l

i

7.51 Categorize a list of'software
.

, according-to function?

.,

7.52. Given three situations,
select the appropriate high-
leVe1 language to be use171-

0

7.53 List in correct sequence-the
.

steps performed by a
i

programmer in completing a
programming assignment?

.

, ,
.

.

...

C c

.

..

.
.

.

_-

.

r

.

...
, .

. ,

.

:

.

*

.

-

*°'
.

,
0'

4

7 Y 8 1 7
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i

7.6

7.1

.

,

7.8

,

.

f

Storage

CAN THE STUDENT: .
f

,

.

Define types of primary storage?

Define types of secondary storage?

Define binary, decimal, octal,
and hexadecimal numbering
systems?

.

Convert numbers in one numbering
system -- binary, decimal, hexa7

decimal,. oroctal--to numbers in
the other syatems?

.

.

.

Convert human-readable data to
machine-readable data using the
'Hollerith code?

.

.

,
.

.

CAN THE STUDENT:

7.6 Given 'alist of types of.
storage, categorize as ,

primary or secondary?.

7.:1). Distinguish among binary,
octal, decimil, and

.

hexadecimal numbering systems?

Convert numbers in one system
to any of the-Other systems?

.
.

_

7.8 Interpret information
presented in the format of the
various computer data
representation syStems?

.
,

. .

.
i

.

°,

.

.

.

.

1

.

\ Raibering Systems
0

.
.

'

. .

.

,

Data Representation
,

Hollerith code

,

.
.

.

4

.

72 73
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Binary coded
decimal

IV

.

EBCDIC/ASCII

CAN THE STUDENT:
.

. .

Interpret the Binary Coded
Decimal (BCD) representation?

,

,

Interpret the Extended Binary
Coded Decimal Interchange Code
and the American Standard Code
for Information Interchange data
representations?

CAN THE STUDENT:

.

.

t

---
.

8. PROGRAMMING
CONCEPTS

-.--
,

.,,

,

Describe the steps for preparing
a program?

.

Describe the steps needed to
solve.a problem:

Describe other problem-solving
tools including algorithms,
input-processing-output charts,
and pseudo-coding? .

,

.

1:,

t

8.1 Sequence the steps for
preparing a program?

,

8.2 'Prepare a detaIled program
flowchart or other logical
solution for a given set of
problem specificaticins

.

.

.

.
.

..

1

- ,

..,-

P16

P17

.

.

.

.

,

.

8.1 Procedures

:

83!--ablem-Solving
Techniques

. -

%
.

.

74 75
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8.3 Code

lir

8.4 Test

IIB -20
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Enabling Competencies Terminal Competencies Ref.

CAN STUDENT:

Identify symbols and rules for
flowcharting?

Given job Specifications, I/O
record layouts, and
solution sheets eve .1. logic
sequences for coding rog An

Given logical solu
program specificati
record layouts, progr
reference manuals, and
sheets, code applicati
programs?

ns, data

ing
coding
ns

.1 1 II

Given.programs'-with error and
verified documentation, esk-
check and correct program syntax
error(s)?

Given program specifications,
logic sequences, I/O record
layouts, listings of source
programs, test data, and
completed coding shets for
source programs, desk-check the
logical validity of source
programs prior to compilation
or interpretation?

CAN THE STUDENT:

8.3 Code from a logic sequence an
application program using a
high-level computer language?

.

8.4 Test the validity of an
application program given
appropriate test data?

P 21

P 32

33

34

6 7 7 .
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CAN THE STUDENT:

Compile or interpret source
programs?

Correct syntax errors from
compilation or interpretation
listings?-

Verify text output data with
program specifications for
compliance?

Given record layouts, program
logical.sequences, and program
ipecifications,'write documenta-
tion narratives?

Complete input/output record
layout forms?

Given program requirements,

related systems flowcharts.
source program listings, log
sequence forms, and job of

set-up specifications, prepare
console operator's run sheets?

Given program and operation
specifications, prepare data
control instructional worksheets?

CAN THE STUDENT:

8.5 Document a program? P 38

42

44,

45

IIB-21
.
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' CAN THE STUDENT: CAN THE STUDENT:

9. PROGRAMMING

9.1

LANGUAGE: _BASIC'

Language Structure Describe the, functions of common

,

9.11 Explain functions of commonly
, and Statements, BASIC statements?

%,..

'. used BASIC statements?

Identify written BASIC statements? 9.12,Ideritify written common

.

BASIC statements?

9.2 S st ms Commands Use systems commands at terminal? 9.2 Use appropriate, systems
commands at a terminal?.

-

9.3 List Use BASIC statements to code-
programs to input and list data
on reports?

9.3 Code and runa BASIC
program that win produce
a listing? -

)

9.4 Calculations Explain the hierarchy of
operations?

,

9.4 Code and run a BASIC program
that will perform calcula-

. tions on given data?.
List and define the arithmetic
bperators?

.

Use appropriate BASIC statements
to code programs to perform / ,

addition, subtraction,, multi-
plication, and division?

9.42 Code and run a program Using
appropriate statements to
compare sets of data?

i

.

Comparing Identify the logicaltoperators?

'\t' , 4,. la-Identify the relational operators?
,

Code statements using logical and
.

-
.relational operators?

80, 81
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9.5
-.

.

.

9.6

.,

°

.

.

c

a.

.

,

.

.

N. . "

.

Functions and

1

-

.

.

.

.

-Use

;

.

.

.

, _

CAN THE STUDENT: ,

.,

Distinguishbetween programmer-
supplied and computer-generated
-functions?

Explain the fenctions ot
subroutines in programming?

Use BASIC statements for
writing subroutines?
. .

computer-generated functions?

_

Identify the elementsrof'an
array?

.. .
. .

,Explain thec'use of-a single-
level table?

.

,

UseBASIC statements to code ,

programs to produce-single-
level tables?

,

.

.

.

.

, .

.

.. .
.

..

/CAN

1

THE STUDENT:

.

9.51 Code and run a BASIC program
using one or more subroutines?

9.52 Code. and run a BASIC program
using one or more computer-
generated functions?

\

.
.

9.6 Code and run a BASIC
program that will produce
a single-4evel table?

-
v e

.

.

.

.
.

I-
,

.

..,

.
.

.
'

e.

.

,

.

.

,...

.

.

Subrogtines
'r

''.. -

- ,

-

. .

Single-Level
Tibles

.

.

" .

.

,

,

.

.

--,

\e'
.

.

82 -,
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.

9.7

9.8

.

.

.

,

.N.

Minor, Intermediate,

CAN, THE STUDENT:

Identify Minor, intermediate,'
and tipal tdtals on computer
printouts?

.

, . .

Explain the logic of producing
minor,, termediate, and final
total

Use BASIC, statements to co4--'---

programs to produce minor,
intermediate, and final totals?/

.
Differentiate between random
access and sequential files?

.
.

Use BASIC statements to code.,
pro4rams* rpad and process
data from sequential disk. files?

,. ,

Use BASIC statements to code
roprograms to read and processread

data frourrandom access disk files?,
,----- 1( .

.

.

-., ,

.

. .

t

;).
...-

.
, \ 1

CAN THE_STUDENT:,

,

.

9.7 Codesand run a BASIC program
that will produce a report
with minor, intermediate, and
final total's?

.

-.A,...
.. 0

' g
,

.

-

.

,

.

. 1

....

9.81 Code and run a BASIC program
that will read and process

data from a sequential disk
file?

9.82 Code and run a BASIC
program that will read 'andk

'

process data from a random
.

4 access disk file?
."'Ir

/`-- ', , . .

. A
.

t

tr,
,

.

'

.

>

..

.

-
*

.

-1'.

.

and Final Totals-'
. .

to

.' . °

Disk Files

.

.

_

.

.
'-,._..1 , .

,0

/ ., .

4

.

.

8S.
4

44.

r

4.
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10.

10.1
.

0

. '

a

.

UNIT RECORDS
.

CaCads

.

'.

,

,

.

CAN TIE STUDENT:10

N

:State purpose of corner cut,
color stripe, and solid color
cards? -

.

Identify numbers and locations
of columns, rows, and punching
pOsitions using the Hollerith
code?

.

'Identify edges and facesiof
cards?

.

rng blank cards'and a pencil,
irk digits 0 thxu 9 on punched
cards?

.Using blank cards and a pencil,
-mark letters A-Z on punched
'cards?

.. .

,

Using blank cards and a pencil, .

mark special characters on
punched cards? -s-----.-

Identify print, punch, zone, and
digit areas?. --

. .°

. .

CAN THE STUDENT:

.
.

.

r,

i

-

.
.

10.11 Use Hollerith code to

interpret an 80-column,
punched card? ,'

6

r" .

,

.

.

.

.

4

4 '

.

-

,

a

.

.

.

.

,

.

.
.

.80- column

,

.

.

- ..

.

6
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.

CAN THE STUDENT: CAN THE STUDENT:

f
6 1

W
' -tolumn Identify the three 32- column

tiers?
10.12 Interpret a 96-columri

punched card?

Readc96-colimizi cards? 9

e

Mark-sensed Identify methods used to record
on mark-sensed cards?

10.13 Interpret a mark-sensed
card?

- Read mark-sensed cards?

Card care Describe proper care of cards 10.14 Compare differene types of
. to prevent tears and warping? cards?

- .

Reconstruct damaged cards?

1p.? Card Formats

. .

. .

Numeric fields

Alphabetic/
alphanumeric
field

4,

Identify the formatAand use of
numeric fields? . .

-,

Identify the format and use of
alphabetic /alphanumeric fields?

,

10.2 CopAtruct card formats
,

illustrating numeric,
alphabetic, and alphanumeric
fields? \

Y

.

......-

.

88
89
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10.3

.

.

e--- ,

10'..4

.

.

Card Sorter

CAN THE STUDENT:
,

.4

- 0

.

. ,

Sort decks of cards with numeric

.
fields in ascending or descending
oeder? %

/) %

Sort decks of cards with
alphabetic fields in specified

4sequences?
.

Select specific cards ffom a
deck?

.

. .

.

Block sort cards and reassemble
decks in required sequences? 1

Sort two decks as a merging'
operation? .i

.

4
- .

Using source decks and prewifed
control panelst produce decks'
that are identical to source
decks?

.

.

,

& .
CAN THE STUDENT:

...----.----. .

..

.

ma ate sorter to sequence,
select,, block sort, and
merge cards?

.

.
.

y .

, .

.

.

10.41 _Parrate reproducer to

duplicate a source deck or
-

selected cardi?

.

.

..

.

.

.

.

(

,

,

'.

Numeric sorting

%
.

, cs-
Alphabetic sorting

.
:

,

Selecting
.01

-

Block sorting -

-

Merging
,

Reproducer

Reproduce

. .

90 91
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gpunch

0.5 Interpreter

Sequence check

Match

Match/merge

Merge

11)

J
BUSINESS DATA PROCESSING I (6640)

Enabling Cpmpetencies

CAN THE STUDENT:

Using detail decks, master cards,
'and prewired panels, punch current
data in cards?

Using prewired panels, interpret
decks of cads?

r
Using decks of punched cards .
and prewired cdntrol.pane
,,sequence check decks f

Using decks of punched cards
and prewired control panels,
match-cards from ti4o files?

Using
(

decks of cards and
prewired control panels,
merge two files?

Using decks of cards and
prewired control=panels, merge
two files of cards?

-.Using decks of cards; prewired
control .panels, and job
instructions, select specified
cards from files?

match/

92

Tirminal competencies:

CAN THE STUDENT:

10.42 Operate reproducer to
gangpunch data?

Ref.

10.5 Operate interpreter to print
informatlonori cards?

10.6 Operate collator to match,
match/me merge, and
select ca

7

414

Th

93 :I
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_...

TCAN THE STUDENT: CAN THE STUDENT:

10.7 Card Jams Clear card jams in unit record 10.7 Clear card jais and upon-
. equipment without damage to the struct damaged cards? ,

equipment or cards? ,

. .

.
I

, e .

.. . .

,
.

-,v .

. ,

. , -
.

.
.

l .
. .

.
0. .

. . .
. .

_ .

'
.

. . . ,
. .. .

. .. .

.

.

.. , i .
,

. . .
.

..
---t.;, , .,7

,e .
.

)
.

.../ . .
, . . .

. . .
. 5 )

. ,
.

. %. .. -. .
? .

J1

94
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Personal Employability Competencies

11.

*11.1
,

11.2

.

PERSONAL EMPLOYABILITY
SKILLS AND KNOWLEDGES.-..

.Future Business Leaders

-DOES,THE STUDENT:

-

::

'.

11.1 Join and participate in local, regional', and state activities
of the.Future Business Leaders of America? ._.,

.
.

.

- .

11.21 Exhibit the attitudes and work habits necessary for good peer
, and employee/employer relations?

11.22 Exhibit self-control, perskstenge) and initiative in completing
.assignments on time?

.
.

11.23. Accept constructive criticism in a positive manner?

11.24 Exhibit traits associated with responsibility including bringing
appropriate materials to class, productive use of time, and-.

economic use of supplies? ,

11.25 Demonstrate ability to identify personal responsibilities
within a group assignment and fbllow through to completion?

...

.

-11.26 Evaluate personal work habits and attitudes?

Maintain regular and prompt-attendance?

r

11.28 Follow oral or written instructions in the completion of dr.,/-assigned tasks?
I

..t,

11.29 Exhibit good grOomin%and appropriate attire for work according, . .

4to office standards? . .4.!- I
4 '',

of America

.Human Relations Skills

Office behavior
g

Self-discipline

.

,

Responsibility

,

,

.
,

.

Self-evaluation 4
Attendance an p ctualiNt;11.i7

Following,insa on's ,
N i

.

,..

Appearance and grooming

, '' '

96 O 97

1
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Topical OutlIne Personal Employability Competencies

11.3 Job-Seeking Skills

DOES THE STUDENT:

11.31 List sources ofeinformation 'for-IntV.Lyyment opportunities?

11.32 Identify personal strengths, weaknesses, and ambitions and
match them with job opportunities?

11.33 Prepare %typewritten resume to present applicant favorably?

11.34 Prepare handwritten and typewritten application for4Tto present
applicant favorably?

11.35mpose and typewrite acceptable application letters?

Employment opportunities

Self-analysis

Resume

4Forms

Letters

Job interview 11.36 Demonstrate acceptablebehavior during a simulated job
interview?

.11

Follow-up, 11.37 Compose and typewrite a positive and appropriate follow-up
letter?

11.38 Identify(other appropriate follow-up.,.procedUres including
teleptmoning and sending additional correspondence?

0 0

-11.4 ,organizational Skills

ttation 11.41 Keep the area in and around the work station uncluttered?

Tsk 11.42 ,s.semble supplies and information necessary to complete
assigned tasks?

Work priorities 11.43 Plan work efficiently,to meet deadlines?'
\

11.44 Organize work materials for best use of time?

99
I'
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11.5

A

.

c

.

...

.

Communication Skills

.

.a.
.

T '

.DOES THE STUDENT:
i

,

11.51 Demonstrate effective oral c mmunication's skills necessary in
a data processing environme ?

11.52 Demonstrate telephone comm ications skills necessary in a,

data processing environment
f'

.
1 -

..

...

1 .1
0.

.

. .

'

.
,

.

,

,

.

.... r
,

.r

.
.,

.

........

.

_.7.,---- .
. --

,
.

.

.

'
.

' -

..

a

r

.

4

A

%

A

)

4
.

,.. .

,

/

.
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Grade Level: 12

1

BUSINESS DATA PROCESSING II (6650)

Piequisites: Business Data
Processing I

Business Data Processing II is a double-period Occrbaticlial.preparation course offered at the twelfth-grade
level.- Emphasis is placed on electronic data processing and writing programs. COBOL and other programming
languages are taught. As part of the course, proil.sion is made for hinds-on operation of computer equipment.
Accounting systems serve as the basis for instruction. Business systems and organizations are included in
the instruction. Skills are developed through simulations of data processing work flow and related work
experiences.

The following skill areas are included in Business Dita Processing II:

SKILL AREA 1 - COMPUTER CLASSIFICATIONS AND HARDWARE
Types
Components

1.1

SKILL AREA 2 -

2.1

2.2

2.3

2.4

COMPUTER OPERATIONS
Power Up
Daily Operations
Operate,Mbnitor, and Control
Power Dawn. 't

SKILL AREA 3 - DATA COMMUNICATIONS
3.1- Basic Components
3.2 Off-Line
3.3 On-Line
3.4 Real-Time
3.5 Time Sharing

4
3.6 Distributed Pr easing

SKILL 4 - EVOLUTION, USE,. AND IMPACT OF COMPUTERS
4.1 Hardware Generations
4.2 -"Software Development
4.3 Manufacturers
4.4 Users
4.5 Impact on-Society
4.6 .Social Issues

102

SKILL AREA 5 - INPUT/ DEVICES
5.1 Basic
5.2 Special Purpose

SKILL AREA 6 -.PROGRAMMING LANGUAGE: COBOL
6.1 Introduction
6.2 Simple Iiist!ing,Program.

6.3 Arithmetic Verbs
6.4 COMPUTE Statement
6.5, Compare.'
6.6 Reportileadings
6.7V Totals
1.8 Single-Level Tablet

SKILL AREA 7 - PROGRAMMING LANGUAGE: 21ti

7.1 Characteristics y

7.2 Simple Listrg Program
,7.3-Report Head gS, 1

7.4 Calculations- , r : ' 1/'

7.5 Compare
)

' t-,
7.6 Totals
7.7 Sequence Checking/Multiple Record

Types
7.8 Single-Level Tables

0- I/C-1

1'0
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SKILL AREA 8 - SECONDARY STORAGE
8.1 File Organization and Access Methods
8.2 -Magnetic Tapes
8.3 Magnetic Disks
8.4 Mass Storage Devices

SKILL AREA 9 - SOFTWARE COMPONENTS
9.1 Systems Software
9.2 Applications Software
9.3 Language Selection

SKILL AREA 10 - PERSONAL'EMPLOYABILITY SKILLS AND KNOWLEDGES
10.,1 Future Business Leaders of America
10.2 Human Relations Skills

. 10.3 Job-Seeking Skills
10.4 Organizational Skills

104 /
/
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BUSINESS DATA\PROCESSING II (6650)
_

Enabling Competencies Terminal Competencies

1. COMPUTER CLASSIPIOA,-
TIONS AND HARDWARE

1.1 Ines

Analog

Digital

Hybrid

Special and general
purpose

Micro, mini, and
main - frame,

s°

CAN THE STUDENT:

Describe how an analog computer
works and give an illustration o
its use?

Describe how a digital computer
works apd give an illustration of
its use?

Describe the characteristics of a
hybrid computer and give an
illustration -of its use?

Differentiate between special and
general purpose computers And give
illustrations of theirjse?

List the major, characteristics of
micro -, mini-, small7to-midium

main-frame, and-large-scale
computers?

Rank computer-systems based on
'Price ranges?0

CAN THE STUDENT:

1.11 Illustrate the upe of digital,
analog, hybrid, and special
and general purpose computers?

1.12 Distinguish between micro-,
mini-, small-to-medium main:-
frame, and large -scale
computers?

4

105 6

106

S.,

Ref.
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SIC -4

1. e Lrwar

-

2. COMPUTER OPERATIONS

2.1 Power Up

,

107

CAN THE STUDENT:

'Differentiate between off-line' and
on-line devices?

Differexttiate between data
preparation device, and input
devices?

Explain the function of the u?

List components of the CPU and
describe how they interrelate?

Distingash between primary and
secondary storage?

List secondary storage devices?

List and explain the operation of
the most'common output devices?

.-
wirtaliria,

Follow correct sequence to power
up computer and I/O devices?

,DeterMine media neeaed/atid mount on
!,peripheral deAces?

CAN THE STUDENT:

1.2 List and briefly e
bisic hardwa omponents of a

-computer system?

2.1 Powdr up computer and I/O PO 68,

devices, initial program load, -73, 77,
, and prepare computer for daily' 87, 108
'operations?

Determine And-load appropriate type
continuous forms into the printer?

I . 108
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2.2 Daily Operations

4 2.3 Operate, Monitor,
and (antrolr

109-.

CAN THE STUDENT:

Follow initial program load
procedure?

Prepare peripheral devices for a
specific job?

Identify and load the proper forms
and carriage tapes in the.printer%

Determine files required and mount
toe .disc pack or tape on the.
proper unit?

Select and set up the Proper
job-control language:

compile COBOL ;4)R.PG Programs
use utiiitykprograns.,
use locally prepared prograMs?
.program in BASIC? A

F

Use operator's manuals?

Read cards into the system?

Interpret the display lights on
the. computer? \

;Determine steps in running job?

.:Commpnicate with the computer
through the console?'

CAN THE STUDENT:

2.2 Prepare the computer
for processing dpecific types
of jobs?

`.

2.3 Operate, monitor, and
control the electronic
computer and its Peripheral
equipment?

DPO 72,

1Q24

105,,

107,

109,

114,

116,

120

DPO 70,
79, 81,

88, 89,

90, 92,

193, 95,

;96, 98,

104,

113,

118,

160,
162
IIC-5
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1,
CAN THE STUDENT: CAN THE STUDENT:

'Detect abnormal job tgrminations?

Detect and log machine malfunction- 4

and take appropriate action?

Change media when necessary?

Perfot& halt/restart and error/
start procedures?

Adjust- printer controls to obtain
optimum print quality and align-
ment?'

Check output material against
job speCifications?

Remcive output from peripheral
devices, label, and'store in prope
.place?

Check job-control dtatemehts
against job specifications?

Separatp multi-part forms?

Maintain a record of equipment
usage?, 4

;e

Place files incorrect storage
locations?

to

2.32 Perform basic housekeeping
functions? J

S

111 112
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2.4 Power Down

BUSINESS DATA PROCESSING

Enabling Competencies

CAN THE STUDENT:

II (6650)

Terminal Competencies

Copy automated machine log into the
summary log file and print daily
information?

Follow sequence and procedures to
power down the I/O devices and
the computers?'

3. DATA COMMUNICATIONS

3.1 Basic Components

Terminals

Communication lines

3.2 Off-Line-

4

CAN THE STUDENT: L

DZ;8V.be differInt types of
terminali used An data communica-
tions?

Discuss modem modulation and
demodulation?

iiist'basic.types of communication
lines used in data communications?

Sketch and label,the components of
,off-lineystems?

Explain_need for a terminal on
both ends Of communication lines?

Explain iwhy a duplicate copy of the
batch occurs?

(

1f Ref.

Secure the computer and I/O
devices at the end of
oprationi?

1_

DPO 156

3.11 Discuss the principle of data
communications?

3:12 Identify basic components
needed for data communications?

3.21 Explain the functions of an t-
,

off-line communication syleem?

3.22 Sketch the components' needed
for an off -line communication
system?

1 1 3

JIC-7
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CAN THE STUDENT:

List advantages and disadvantages'
a. of an off-line communication

system?

3.3

-

_On-Line Sketch and label the components of
on-line systems?

Explain why a terminal is not
needed at the, computer site?

Explain need for secondary storage -

media?

List the advantages and disadvan-
tages of an on-line system?

3.4 'Real-Time Explain batch processing?

c-,

Identify characteristics'of real-,
time systems?

List. advantages and disadvantages
of real-time data. processing?

3.5 Time Sharing Disuss computer time Sharing?

Eaplain,how cost of sharing
computer time is calculated?

Terminal Competencies Ref.

OAN THE STUDENT:

3.31 Explain the functions of an
-, on-line communication

system?
_"

3.32 Sketch the components needed
for an on-line communication
aystem?

I-

3.41 Discusss the operation of a
real -time system?

3.42 List7two advantages and two
disadvantages of real-time
systems?

3.5 Diticuss' the operation Of a

time - sharing, system?

6

115
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3.6 Distributed
processing

I

g411wmaT

a.

4. ElbLUTION, USE, AND
IMPACT OF COMPUTEFS

4.1 'Haidware Generations

CAN THE 'STUDENT.,.

List advantages and disadvantages
Of sharing a Computer?-

Compare stand-alone computer
systems- and networks?

e

List advantages of a distributed,
processing network? ,

List'prc;blems of distributed
processing systems?

'%

Describe-the contributions of
Charlei Babbage the modern.
computer?

. .

Discuss the significance of the
following computer systems

Mark
ENIAC

EDVAC/EDSAC
'UNIVAC

IBM 36g?,

Describe theunique operational
characteristic's of.each hardware
generation ?.

CAN THE DENT:

3.61 Discuis distributed processing
systems?

3.62 List two ,d vantages and two ,

disadvsntalges of a distributed
'processing system?

.

*-4

e, k
I

, A

4.11 Dscuss five major historical
ddvelopments in the evolution

\-7'-ofLA.he computer?
.

4.12, DiScuss the operation and
development of computers ak,,.

f
,they relate Xo hardware .

generations?

t

18 IIC-9
4_
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4.2

4.3

.

Software Development

CAN THE STUDENT:

Relate the development of computer
software to the hardware genera-
tions?

.
.

Explain the difference between
systems aoftware and applications
software?

.

.
. .

Discuss-the significance of the
following developments

.

sy6bolic programming',

high-level progra6ming
operating systems
application packages?

../

List major manufacturers of .

medium- to large-scale compOter
systems? /

List companies that specialize
in mini-computers?

Name manufacturers Of micro-
computer systems? ,

_

-
,

.

.

.

.

CAN THE STUDENT:

.. .

4.2 Discuss the development of
computer software as it relates
to the hardware generations?

.

, #

,

4.31 List five major manufacturers
of medium- to large -scale
computer systems?

4.32 List two major manufacturers
of miniveceputers?

, .

4.33 List two major manufadturers
of micro-computers? ,

-.

.

, .

........_

.

.

.

.

-

l..1

.

.

.

Manufacturers

.

t
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.

4.4

6

4

.

.

.

.

,

Users

'

.

,

,

)

CAN THE STUDENT:

t .

Discuss major computerized
applications used by o t?y gvernmens

Discuss the 'Use of computers in
the management of business?

List typical accounting applica-
tions that are computerized?

Identify office systems that are-
computerized?

List four ways that banks use
computers?

Give examples of the use `off`.

computers'in the following
.

industries:

lpetroleum
automotive
manufacturin g

.

research?

List consumer uses of computers
in or from the home?

CAN THE STUDENT:

.

-4.41 Identify two computerized
applications in government ?.

4.42-, Identify four computerized
applications in business?

4.43 Identify four computerized"
.

applications in industry?
.!

2

.
.

.

4.44 Identify two computerized
applications in the home?

.

i

/

Go4ernmdeni

Business

42 ,

, ,

Industry

'.

,

.

gonsupr

121,
IIC -11
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.

4.5

4.6

.

5.,

5.1

.

.

Impact on'

-

.

- ----
-

.

= A

CAN THE STUDENT:
,

Explain how computers are affect-
ing the following areas of
society: .

energy
medicine
law enforcement
retailing
education
'transportation? °

Ecplain common misconceptions and
myths, related to the computer?

,

,

Discuss the use of computers and
the Privacy Act of 1974?

Discuss computer crime and fraud?

0

-

'

.

. .

,

.

Describe the general functions of
the following as I/O devices:

.

.

,

CAN THE STUDENT:
.

4.5 ,Explain for four areas of
society how each is affected
by computers?

.

.

1

4.61 Identify three common mis-
, conceptions and myths

related to the computer?
, ,

4.62 For three case situations,
\ describe violations of

- privacy, fraudulent or
criminal uses of computers?

.

,

5.1 List seven common I/O devices
and describe their functions?

.

.
,

. 'I'

.

o

.

_

.

.

,

.

.

Society

.

Social Issues

.

.

.

.

,

--
.

INPUT/OUTPUT
DEVICES

..

Basic ,.

,
.

.

',.

.

4

.

' f W ).

123
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"

g.2

,

.

.

y

.

.
.

Special Purpose

, .

CAN THE STUDENT:

printer\
card reader N.

.punch .

tic tape unit
in uding tape cassette

magnetic disk unit including
hard and floppy disks 4 /

paper tape unit
cathode ray tube with keyboard
teletypewriter? .

.

Describe the general functions of
the following I/O devices:

optical character reader
optical mark-reader
magnetic ink character
recognition unit
light pen
audio pen
audio response unit
plotter .

computer output microfilm
unit

point of sale/transaction
device?

'

.

. ,

.

CAN THE STUDENT:

, .

- -

..,,,

,

5.2 List five special purpose
I/O devices and describe
their functions?

I . '

e

i
,

' ,

. .

.

.

126

.

_
,..,

t

_

.

.

.
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TopicaI Outline

6. PROGRAMMING
...LANGUAGE: COBOL

6.1 Introduction .

6y 2 lisole Listing
Program,

6.3 Arithmetic Verbs

121

,/
)Enabling Competencies

Terminal Competencies
P-111,

CAN THE STU16ENT:,

Identify partl of COBOL coding
'forms? ,

Use sample programs to'idenify the
elements and describe the functions
of the four divisions of COBOL
programs?

List the rules for data names?

Define and identify typical COBOL
reserve words?

Describe important aspects of the
structured method of programming?

Develop, code, and run 80-80 list
reports?

Code COBOL statements using proper
size fields for the four basic
arithmetic operationi?

IdentifyCOBOL editing functions
for output?

I

CAN THE STUDENT:

6.11 Explain the structure and
syntax of 'a simple COBOL'
listing program?

6.12 Explain the structured pro-
gramming approach for
constructing a program?

6.2 Develop, code, and run
a COBOL pkogran that will
produce an 80-80 list report?

6.3 Revise and update'an 80-80
dy list program to include one

or more arithmetic statements
and several common editing
functions?,

Ref.

1 2 8
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Ref.

.

,

6.4I-
6.5

.

.

.14

.

.

.

COMPUTE statement

CAN THE STUDENT:
.

Write PICTURE clauses for the
following editing functioni:

decimal point insertion_
floating, dollar sign

zero suppression
plus and minus sign insertion
CR and DB symbol

,

blank insertion? -

Define the use of a literal?
.

Identify arithmetic operators/
-

Identify the hierarchy of
operations?

Write COMPUTE statements?

t

Identify the logical operators?
'

. 1

the relational
operators?

.

Define -sign tests and clasd tests?

Write statements for COBOL sign

tests and class tests?

Define the logic needed for
nested IF statements?

.

.
.CAN THE STUDENT:

.

.

z

.
.

0

a
. '

. .

.

,

6.4 Use COMPUTE statements to
revise a program with arith-
meti,c operations?

. .,
Y

"6:51. Code and runsa program using
appropriate statements to
'Compare sets of data? ".

.

1
-

--

. .t, '
.

6.52 Code and run .. using

nested IF stat s for ''''

comparisons? .

.

.

.

,

4

.

Compare

....? \

.

.
,

:
.

.

_
.

.
.

.

. -

129 / 130
.
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6.6 Report Headings
,

*betine

CAN THE STUDENT:

Code several nested IF statements?

Define condition names?

4

Write COBOL statements to create
heading rbutines?

Write statements that will generate
a final total?

_ t
Identify minor, intermediate, and
final totals on computer printouts?

.

control. break?

Explain the logic of a minor total
routine?

Code, statements to define tables in
working storage?

Explain loading a table?
,

ExpisAn table searches using,
indexing?

Exptaii table searcheising
subsCripting?

Write correct COBOL statements for
the SEA)tcH and SEARCH ALL verbs?

CAN THE STUDENT:4

)

-

6.53 Code and run a program using
condition names?

6.6 Code and run a program with
a heading routine?

6.71 Code and run a program using
the proper statements to
produce final totals?

a

.
,

6.72 Code and run a COBOL program
( with minor and final totals?

.

,

6.81 Develop, code, and run a
COBOL program with 4

---

,-- single-
level table using indexing?

6.82 Develop, code, and run a.

COBOL program with a single-
level table using
subscripting?

.

.

4-

.

.

6.7 ,Totals

.

.

. . .

6.8 Single-Level
Tables

.

.

.

.

.
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7.
-,..

7.i

7.2

.

.

PROGRAMMING

CAN THE STUDENT:

Distinguish between binary and
sequential searches?

,

.

,

Differentiate between job-oriented
and procedure - oriented languages?

.

Describe RPG's automatic fixed
logic and the basic order in
which RPG executes?

:List the different RPG coding
Sheets and explain the Purpose
of each?

. .

Explain the purpose and use of
indicatorq .

List basic media and
name the dev ce

,
used in RPG for

each?

Code file and field names accord-
ing to RPG rules?

.

Define entries used to set up
alphanumeric and numeric fields?

Distinguish between heading and
detail out t lines? .

--
CAN THE STUDENT:

,

.

. .

7.1 Compare RPG programming

, language to other common.;

business programming languages?.__

.4.

.

7.2 Write and run an RPG program

, to provide a simple listing?
.

.

. ,

.

,

.

,

LANGUAGE: RPG

Characteristics

'

-

.

Simple Listing
Program ,

.

133 Its 134
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.4

CAN THE STUDENT:- CANCAN THE STUDENT: i

..

Explain the difference between.

.

.

SPACE before/after and SUP
before/after?

(g:,

n .

Edit a report Wang edit words
or edit codes?

.

:
,

Explain the purpose and use of
reserved words?

_ .

7.3 Report ReadinTa Write a_routine to-print beadinge7--7:3---WiiieaPrOgraMtO create a
. report using headings?

. .
.

7.4

.

Calculation* Use RPG statement* with proper size
fields to solve addition, sub-
traction, multiplication,and
division problems?

.

7.4 Write and run an RPG prOgram
using basic calculation
statements?

.

.

,

. -

Use literals with calculation .

,
--"Thstatements?

.

-1.5 Make decisions iti .an RPG program,
'and based on-those decisions,
execute other statements?

7.5 Write and run an RPG program
using compare statements?

'

7.6 'Totals , Code statements that will generate
a final total and Rrint a total .

line?

7.61 Write and run an RIG program
to create a final total line

, on :a report?

w.

"
.

. ,

e
.

.

1
.

,
.4

. 4

I

136



'BUSINESS DATA PROCESSING II (6650) -------'N ,

,

Topical Out4F.e Enabling Competencies \ Terminal Competencies Ref.'

.

. .

.

.

f ,

.

.

.

CAN THE STUDENT:' '

Differentiate between detail-time
and total-time calculations?

Differentiate between detail-timJ
and total-time printing?

Code to producksingle aid
multiple.contro :breaks with .

CA

7.62

THE STUDENT:

Write and run an RPG program
to calculate and print minor,
intermediate, and final totals?

.

-

.

7.7

.....

..''

7.8

Sequence Checking/

reliiia toiiI-IinaiI
. .,,,.

Check an input file in ascending
or descending order?

Code for a file with more than one
record type?,

Given the layout of the input
file, the different record layouts,
quantity and the sequence of each
record type, write the RPG

atements to desc the file'
d assure that the r cords are

o erf

7.7

7.8

Write and run an RPG programs
to check a file for ail'
19m:011/descending and/or a
'-particular brder of records?

,

. .

.

4., .

Write and tun an RPG program
that will produce and process
a single-level table?

,...
1 I

Multiple,Recoke .

Types
.

.

,

/

Single-Level Tables Explain the ..,- d -- of

single-level Fr 1. ?

Distinguish between *compile-
time and pre-execution-time tables?

3 ZIC-19

138
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,

8.
e

8.1

,

.

SECONDARY STORAGE

File Organization

,

CAN THE STUDENT:-

Use RPG statements to code a,
.program to produce single-level
tables?

Locate and print table items?
..

.

.

Explain sequential processing of
data?

4
CAN THE STUDENT:

,

.

-

"ow"-
.

8.11 Compare sequential and random
file organization?

8.12 Compare direct access to
sequential access files?

.

8.13 Explain two methods of direct
access?

,

)
,

,

v'e

A

.

\

and Access Methods

,..

?

.

.

.

.

Explain sequential organization
of files?

Explsain random processing of
data?

Explain random organization of
files? -

Contrast batch and real-time
piocessing?\

1

Describe the need for diiect
access processing?

Explain the concepts of ISAM and
VSAM as directaccess methods?.

139 140
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c,

8.2

..

..

8.3

,

..

4:s

flagnetic Tapes

r.

.

CAN THE STUDENT:

taca

Identify the physical. properties
of magnetic tape including:

.
.

sizes reflective spots .

lengths channels
reels J. bytes
cartridges labels

density?

Explain data storage and retrieval
on tape including parity checking
and record' blocking?

List advantages and disadvantages
of magnetic tapes? .

Desciibe security'precautions
including the read -write ring?

Identify theqphysical properties

of magnetic disks incldding:
platters density
channels cylinders .

,
traaks . volUme?

.

Explain data storage andretrieval
on disks including the read-write
heads, parity checking, record
blocking, and labels?

.

.,

i

CAN THE STUDENT:

8.2 Describe the use of magnetic
tape as a secondary 'storage
device?.

. . .

, .

. ;
.

Q

,

.

.

.

. .

E
3

.; 4
.L

, 0110
.

.

8.3 Descipp the use of nagnette,
disks!laga secondary storage

' device?

.

,

.... .

.

^.
,

.

t

7

.

. .

.

.

.

.

.

,, .

.

.

%
(

Magnetic Disks

:\

..,

a

IIC-21



IIC-22

BUS/NESS DATA PROCESSING /I (650)

.Topical Outline Enabling, Competencies
.

Terminal Competencies Ref.

8.4

.,. ,

,

Mass Storae

CAN THE'STUDENT:'

List advanagesrand disadvantages
4of disk storage?

List advantages and, disadvantages
of magnetic drum storage?

List advantages and disadvantages)
of data cell storage?

Describe mass storage cartridge

s-....>-

CAN THE STUDENT:,
.

.

8.4 Describe the use f.thie
types of mass s rage devices?

6

Devices

systems?

T

9.11 Explain three types of
systems software?

. .

9.12 Explain two types of utility
software?

. .
4

9.13 Describe'the function of a
computet operating system?

.

.

,

9.

9.1

.

/
SOFTWARE
COMMENTS

Systems Software

.

.

.

Describe the purpose of data t
management software?

Explain control programs and
their purposes?

Describe functions of language:
translators?

Describe the purpose of 'utility
.

software? ,

,

Explain the function of a computer
operating system?

,
\

'. .

r
.

.

. ...m
-

,

r

4 -

144
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9.2,

.

Applications Software

AN THE STUDENT:

List automatic operations performed
by operating system?

Explain control and monitoring.
furiCtions of the operating system?

4)

Identify operating systems used
by major manufacturers?

Define application programming?

Identify-Objectives-of-an-inventory-9-.-21--
manageient system?

Describe the uses of reports
produded by an inventory management
system? t

/dentify objectives of an accounts
payable system?

Describe the use of reports produced
by an accounts payable system?

Explain the purpose of application
packages including:

...---'

management information system
customer information computer

system
reservation system?

. . .

CAN THE STUDENT:

9.14 Identify two common operating 4,
systems in use today?

'

-

.

:

LoM a systems- flowchart -6f` an-.

inventory management system,
discuss the operation of the
system?

9.22 From a systems flowchart of an
accounts payable system, discuss
the operation of the system?

. .

'

0

9.23 Define and give two examples of
application packages?

Systems

1

'

.

.

.

'

1P

/

Packages

.-/.
.
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BUSINESS DATA PRdCESSING II (6650)

Topical Outline
,

Enabling' Competencies
.

. Terminal Competencies Ref.

9.3 Language Selection

A.
,

. ,

.

(..-2

,

--1.... -

0

A

... A .

CANTIE STUDENT:

Discuss characteristics of RPG,
COBOL, Assembler, PL/1, BASIC, and,
Fortran?

,

.

Discuss problem versus procedure-
oriented programming languages?

k,

Discuss the differences between
compiler and interpretive languages?

List seveis4 advantages and die-
advantages of the following pro-,
gramming languages?

t.

COBOL
RPG
PL/1
Fortran
Assembler
BASIC?

List additional programming
languages?

-

CAN THE STUDENT:

.

9.31 Discuss the.characteristics of
four major programming
languages including advantages
and disadvantages?

411

.

.

0

,

.

.

\

9.32 Identify.three additional
programming languages?

4 ,

0
.

148
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.. BUSINESS DATA PROCESSING II (6650)
,

'Topical Outline ,

ek...

Personal EmpDsyability Competencies

4

10.

10.1

10.2

.

'

.,

-

PERSONAL EMPLOYABILITY
SKILLS AND KNOWLEPGES

'Future Business Leaders of

. ,

WOES THE STUDENT:' . t
'

,

1'4.1 Join and participate in local, regional, d state activities of
the Future Business Leaders of America?

,

10.21 Exhibit the attitudes and work habits necessary for good employee/
employer relatiOa*-in the office?

10.22 Exhibit self-control, persistence, and initiative in completing
assignments on time? -...

1

10.23 Accept constructive criticism in a positive manner?, _./

19424 Exhibit traits associated with responsibility, including
bringing appropriate materials to class, produc,tive use of time,
and economic use of supplies?

a
-

10.25 Evaluate personal work habits and attitudes?

, ,.,

10.26 Maintain regular And prompt attendance?

10.27 Follow oral or written instructions in the completion of assigned
,...,

tasks?

10.28 Exhibit good grooming and appropriate attire for work according
to office standards? . .

10.29 Demonstrate effective4ral communication skills necessary in a
data processing environment?

oe.

America

Human Relations Skills

Office behavior

'Self- discipline

.

Responsibility

,

cfr

Self-evaluation
.

Attehdancekand punctuality

Following instructions
.

Appearance and grooming

.
.

Oral communication}

1-.

t

IIC -25
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BUSINESS DATA PROCESSING II (6650)

Topical Outline
G

,..

Personal Employability Competendies
.

A
.

,

10.3
,

.

.

si.

..*

.

°

,p

JobiSeeking Skills

.

DOES THE STUDENT:
.

i

. .

l0:31 -Compilre and contrast working conditions and advancement
opportunities in various data processing Systems?

...,

10.32 Identify personal skills and traits and match them with
available job opportunities? .A,

. ,
10.33 Prepare a typewritten resume tp4present applicant favorably?tt

10.34 Prepare typewrittelmtpplication forms to present applicant
favorably?

IL
10.35 Compose`and typewrite acceptable application letters?

10.36 Demonstrate acceptable behavior during- a simulated job
interview? , -

.

. ,

10.37 Prepare for the job Interview by acquiring knowledge Aut.,
ompany in which interested, preparirig informatIKabodt job

-"requirements; and demonstrating appropriate appearance and4--
personal conduct?

.
,

10.39 Use otherappropriate follow-up procedures, Including
telephoning and sending additional correspondence?

,

.

.
.

.

__

,Iipl.oyment opportunities

Self-analysis

Resume '.! ,

Forms

Letters
.

Job interview

--"I -.

,

.

.

°-''

Follow-up:

o
.

..

151
152.



7 IIC-27

BUSINESS DATA PROCESSING II (6650)

Topical Outline .

.
. Personal Employability Competencies

10.4.

..

.

.

.
.

Organizational Skills

4

.

T

DOES THE STUDENT:
_ .

/_

.

--' ,

.10.41 Keep the area in and around the work station uncluttered?

10.42 Assemble supplies and information necessary to complete
assigned tasks?

_

10.43 Plan work efficiently to meet/deadlines?
, .I
10 .44' Eviluate own cally?

.

.

.

,

. ,

..'

.
.

* ,

4....
A

,

,
2

0 1
- 4 - -

.
0

. '
.

.

.
.

,..,\.
, "

.

-

, .

.
. )

.

,

,

.

.

N)
.

.

.

Station

Task ..

4

.

Work priorities

Work aviation

. .

. ,
.

.

.

.

..

1
.
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Grade Level: 11

CLERICAL ACCOUNTIN3 I (6340)

Prerequisit42 Genei44,1 Businessl

and Typewriting

Clerical Accounting I is a one-year, double-period occupational preparation course offered at the 4tleVenth-
grade level. Emphasis is placed on-numerical information processing, recordkeeping,'and basic accounting
skills. Students are taught touch opera s of ten-key calculating machines and arejintroduced to equip-,

,

went commonly used in buhiness offices. e., itional instruction includes business matheAticsr, communica-
tion skills, typewriting skill?, data processingr'and development of job seeking and perhonal emAloyability'
skill*.

The following skill areas are included in Clerical Accounting I:

Skill Area 1 - ACCOUNTING: ESTABLISH RECORDS Skill Area
1.l Terminology
1.2 Beginning Balance Sheet
1.3 Opening Entry

' 1.4 Corrections

Skill Area

Sall Area 2 - ACCOUNTING: BUSINESS TRANSACTIONS
2.1 Analyze
2.2 Journalize
2.3 trove
2.4 Post

I

Skill Area's3 -" ACCOUNTING: END OF- FISCAL PERIOD
3.1 Trial Balance
3.2 Adjusting Entries
3.3 Complete Worksheet
3.4 Closing Procedures

inancial Statements

55

4 - TING MACHINES
4.1 thmetic Review
'44 Machine Operation
4.3 Uusinips Applications

Y/
5 -;),CHECKING ACCOUNTs

Oheck.Writing,
5.21 ndorsements
15.1,, -Deposits

5.4' .Reconaliatibn
5.5 Journalize

Skill Area 67- COMMUNICATION SKILLS
6.1 Listening Teohniques
6.2 Telephon4 Procedures
6.3' 'kitten ComMunications

ti

1.

Skill Area 7 - DATA PROCESSING "

7.1 Terallnolry.-
7.2, Relatpnships

1564
-



Skill Area 8 - MAINTENANCE AND CARE OF OFFICE EQUIPMENT
8.1 Calculating Equipment
862 Reprographic Equipaen
8.3 Keybo

9 - PAYROLL
9.1 Gross Earnings
9.2 Deductions
9.3 Net .Pay

9.4 Records
9.5 Disbursements
9.6 .Journal Entries

".

Skill Area 10 - PURCHASES AND SALES
10.1 Processing Forms
45.2 Preparation of,Forms

Skill Area 11 - REPROGRAPHICS
11.1 Appropriate Use
11.2 Terminology
11.3 Stencil` Preparation
11.4 Photocopy Preparation
11.5 Machine Operation

'Skill ea 12 - TYPEWRITING
12.1 Review
X2.2 Production

Li

Skill Area 13 - PERSONAL EMPLOYABILITY SKILLS AND KNOW/DGES
13.1 Future Business Leaders of America
13.2 Human Relations Skills
13.3 Job-Seeking Skills
13.4 Organizational Skills

ti

157
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.CLERICAL ACCOUNTING I (6340)
,7-

Topical Outline
A

Enabling Competencies Terminal Competencies Ref.

.

1. ACCOUNTING: ,

ESTABLISH RECORDS

1.1 Terminology

CAN THE STUDENT:

,
.

Deking specific accounting terms,
such as asset, liability, capital/
debit, credit, journals, source
documentsiand double entry
accounting?

r

Classify items as assets, liabil-
itiesi or capital? ' ,

Solve the accounting equation?
.

.

Complete a balance sheet including
the headihg, asset, Ii lity,

,

and capital sections?

Transfer the beginning balance
sheet- mformation to the general
journal in dorrebt entry form?

,

Open general ledger accounts by
recording the account titles and
assigned numbers?

.

Transfer debit and credit balances
from opening entry to the general
ledger accounts?

Locate errors?

,Correct errors using proper tech-
niques?

-

CAN THE STUDENT:

..

. .

1.1 Use accounting terms correctly
.

as theyoccur. in oral or
written work?

;-..,*

-:,-;-=4c.,

1.2, Correctly prepare a beginning
balance sheep

1

.

1.J Correctly record and post the
opening entry?

-

(I/

.

,

,

r .r

BAPC 28

BAPC 28

.

,

.

1.2 Beginning-Sala:ice
Sheet .

-

..

..
.

. ..,

.

1.3 Opening Entry

.

.
.

,

,

1.4 Corrections

IID -3
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CLERICAL ACCOUNTING I (6340)

Topical' Outline
.

Enabling-Competencieb Terminal Competencies
.

Ref. ,

2.

2.1

2.2
',.,.

.

2.3

e

ACCOUNTING:
BUSINESS
TRANSACTIONS

Analyze

,CAN THE STUDENT:

.

Label the debit and credit side.
,

of accounts?

Label the increase and decrease
side of accounts?

Record transactions involving
increases and decreases in income
and expense accounts?

Pencil foot and compute account
balances?

Journalize cash transactions in a
twoz-zolumn general journal anda
multi-column cash journal?

Record cash transactions including
deposits, checks,. petty cash, and
bank charges? ,

4

Journalize transactions of a
merchandising business in a con-
binationtjournal and special
journals? ,

Foot and prove the equality of
.debits and credits in journals?

Ar

CAN THE STUDENT:

.

2.1 Correctly debit and credit
accounts for ten transactions
involving increases and
decreases to the Accounts?

.

2.2 Journalize business trans-
actions for a period of one
month?

.

2.31 Foot and prove the equality of
., debits and credits 1 one set

of iournals? \

_

BAPC 8,

10, 12,

15, 16,

23, 50,
70

-..,)

. .

BAPC 27

'
4

Journalize_

. .

.-

Prove

180
161
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CLERICAL ACCOUNTING I (6340) .

4
. c

Topical Outline
f:

Enabling CoOpetencies --Terminal Competencies
,

Refl.

.
..

( .

...

1 . . -414.

2.i Post --'

.,,
.

.

,

CAN THE STUDENT:,

.
.

c
Prove cash by comparing check '

record or actual cash balance with
cash journalrbalance?

Total and' rule the journals?

Post the individual amountsin
the general columnw,to the
accounts in the' general and sub-
sidlary ledgers?

.

, .

Pott the totals of the special
columns to the general,ledger?

_____.

postingindicate proper psting
references?

.

. .
-_-

. ,
,

,,

A

-,.,.

. ''-
.

Toot ledger accounts and-cahpute
.the account balances?

-. . , 1
A.,,, ',

Record Account balances in trial,
balance columns of worksheet and
prove equality 'of debits and --

credits? . .
.

.

:

Follow recognized procedures for
. . ,

locating errors. that can cause
trial balances to be out of
balance? .

,

'CAN THE STUDENT: -..

-,.

,
.

2.12 Prove cash?

, .
# .

.

2.4 `Post to the proper' ledger
- accounts for a period of one,
,monthi'

.

, .

, ".
.

.'

£ ,
.

A

.

.
,

3.1 Prepare a trial balance to
prove.equality of debits and

. cieditt poste. to ledger
accounts? .

,

, ,
,

..
..

...oll:.

.
pip III

.

BAPC 27

BAPC 8,

10,,15,
19, 21,
22, 23.

---

BAPC 2f-

.i

.

- .
_ .

e ,

----..---_../_---_. ..... ,...-..
.

3. '-, ACCOUNTING:
e

.'. END7CF?F/SCAL PERIOD
.

3.1 ,Trial *lance

.
- . .

,

.

.

-

,.. .

.".

,,.



1

IID -6

CLERICAL ACCOONTING I (6340)

Topical Outline . Enabling Competencies Terminal Competencies Ref.

.

'

.

..

3.2
''

.

C

,

.

.

3.3

,

1.4

Adjusting Entries

.

CAN THE STUDENT:

Plan and record adjustments on the
worksheet needed to update account
balances, such as merchandise
inventory, prepaid amounts,
supplies, depreciation, and bad
debts?

te.
.

I

Total adjustment columns and prove
equality afdebitand credit
totals? w

Update geneial ledger accounts by
recording and posting adjusting
entries?

/ .,

Combine tilal balance an adjust-
ment columns and extend\tibe income
and expense items to thd'income
statement colUmns?,

Total the itme statement and
balance shee ,columns? .

, .

Calculate the net income or the
net loss.-by determining difference
in income statement/balance
sheet columns?

Enter income/loss, total, and
rule columns?

,

Prepare journal entries to clear
the income, cost, and the expense

4

accounts by transferring their

. . .
.

.

CAN THE STUDENT:

3.21 Accurately record five adjust-
. dng entry amounts in proper

columns on worksheet?

3.22 Accurately journalize and post
five adjusting, entries?

l

, -/
.

.

'

..

'

3.3 Accurately complete worksh t

to determine amount of income
or loss for a fiscal per$11kr

.

. . J

.

,

.

,. * .

4,

.
1

..

BAPC 9

.

1

.

--,

a

, .

Complete WOrk,iheat

f

,

'

- 4

9

.

Closin Proced es

164
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CLERICAL ACCOUNTING I (6340)
.

T Outline
.

Enabling Competencies . Terminal Competencies
.

Ref.

.

3.5
.

°

0

%

-.''

l' .

Financial Statements

i

CAN THE STUDENT:

balances to the income and expense
summary account?

,..

Prepare a journal entry to trans-
fer the balance of the'income and
expense summary account to the

.capital account?

prepare a journal entry to trans-
.

fer the balance of the drawing
account to the capital account?

,

Post the closing entriesto the
general ledger?:

Prepare a post-closing trial
loa1ande? .

.

.

Prepare income statements from
completed worksheets?

Prepare capital statements frdM
completed worksheets and capital
account information?

-Prepare
.

balancesheets from
completed worksheets and capital
statements?

,

CAN THE STUDENT:
.

3.41 Close the ledger by accurately
preparing entriesineeded for
summary, capital, and drawing
accounts?

. $

\..____

.
.

.

3.42 Post closing entriej?

3.43 Prepare a post-closing trial
balance to prove the equality
of debits and credits pOsted
to the accounts?

. .

.

3.51 Accurately prepare an income
statement from a completed
worksheet?

.

3.52 Accurately prepare a capital
statement from a completed
worksheet'ind capital account

1

information?.
.

3.53 Accurately prepare a balance
sheet'from a completed work-
sheet and capital statement?

.

.

:PC.29

.,

:PC 30

:PC 31

:APC 32

Income statement

Capital statement

.
N,

.
.

Rilance sheet
.

4

1.66.,
167
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CLERICAL ACCOUNTING I (6340)

Topical Outline Enabling Competencies Terminal Competencies Ref.

.

4.

4-:1

.

k

%

-

Supporting
schedutes

SP

Analyze statements

.

'

CALCULATING
MACHINES

Arithmetic Review

.

CAN THE STUDENT:

Apply verification p ;inciple,
using subsidiary and general
ledgers to prepare schedules such
as accounts receivable, accounts

. payable, and cost of goods sold?
.

Using financial statement; inter-
pret the condition and progress
of businesses during a fiscal
period?

,

.

.

Perform the basic arithmetical
processes of addition, subtrac-
tion, multiplication, and divi-
sion with whole numbers, fractiam4
and decimals? .

Convert percentages to decimals,
decimals to percentages, and
use correctly in solving problems?

Use interest formulas to compute
simple and compound interest?

Properly.discotint a note?

.

CAN THE STUDENT:

3.54 Accurately prepare s'supporting

schedules for accounts re-
ceivable,accounts payable, and

'cost of goods sold?
N .

1%4.
.

.

3.55 Use the financial statements
of a business to extract five
items of information to
determine the condition and
progress of the business?

..,

---(-

4.1 Accurately complete 20 mathe-
matical calculations including
addition, subtraction, multi-
plicati*on, and division of
whole numbers, decimals, and
fractions? ,

.
,

'-, '

i . .
.

BAPC 33,

34, 35.

.

.

,

.
.

.

Percentages ,

,

.

,

P

168
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CLERICAL ACCOUNTING I (6340)

Topical utlir.e Enabling Competencies Terminal Competencies geeo,...
Discounts

4

4.2 *thine Operation

CAN THE STUDENT:

Calculate installment interest?

Use 60-day method to compute
interest?

Define trade discounts, cash dis-
counts, markups, and markdowns?

Compute trade discounts, cash dis-
counts, markups, and marOlowns?

Operate the machine using proper
fingering?

Use shortcuts and special function
keys to increase speed?

Use verification techniques to
improve accuracy?

Compute applications of discounts,
markups, sales tax, commissions,

and interest, and compute
extensions?

I. .
,

-

.

Use the proper procedures fOr
writing and recording checks?.

..

CAN THE STUDENT:
.

. e

,

4.2 Operate calculating eqUipment

/ at a minimum rate and with an
error tolerance acceptable
for employment?

.
.

4.3 'Acdurately compute, verify
amounts, and obtain-totals for
all items on ten business
forms?

. ,

.

5.1 Accurately and legibly com-
plete check stubs and checks
for fiye payments?

,

.

-

SSTR 52

, .

BAPC 40

....

4.3 Busines °

Applications

_.,

5. CHECKING ACCOUNTS

5.1 Check Writing .

IID -9
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CLERICAL ACCOUNTING I (6340) ,

Topical Outline Enabling Competencies Terminal Competencies Ref.

5.2

5.3

5.4

.

5.5

-

.Endorsements

l'

-

CAN THE STUDENT:
.

Use the blank, restrictive, or
full method of endorsement as
appropriate for the situation?

Prepare deposit slips involving
checks, currency, and coins to
be deposited?

\

Raccooe bank statements using - ---5.4---Preparen
canceled checks, previous recon-
ciliations, check records or
registers, and records of deposits,
so that the balances on the check
records or registers agree with
the bank statement balances?

Journalize the entries resulting
from reconciliation of bank
statements?

CAN THE STUDENT:

5.2 Appropriately endorse five,
checks? .

. 4

5.3 Accurately prepare three
legible deposit slips?

___./
a pimple reconcili

ation? - ....,

.

5.5 Correctly journalize entry
from reconciliation of bank
statement?

,.

BAPC 72

BAPC 69

BAPC 68

,

A

.

Deposits

4

Reconciliation

.

Journalize

------

6.

6.1

6.2

-

COMMUNICATION .

SKILLS

Listening

,

/

t

-

Demonitrate effective listening
techniques? .

Use basic telephone information
such as typos of service and calls,
time zones, types of equipment,
and directories?

,.g

.

#

.

.

.P
,-.3

.

.

Techniques

Telephone
Procedures

.

7.
a

172
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CLERICAL ACCOUNTI I (6340)

Topical Outline Enabling Competencies ,Terminal Competencs Ref. ,

1.'L.
..c

6.3

°

-

7.

7.1

7.2

.Incoming calls

i

Outgoing calls

.

_

Wr ten

.

4

CAN THE STUDENT: ,

Demonstrate correct procedures for
answering promptly and properly, ..

taking messages, and terminating
calls?

,.

Demonstrate proper procedures for
placing outgoing local and long
distance calls? 's

Compose simple business communica-
tions using,correct grammar, ap-
propriate ieferences, and letter
writing principles?

.

Define basic data processing terms?
\.

.

-._

e

:

.

Explain the importance of elec-
tronic data processing as it
relates to accounting?

Trace the flow of work between
the accounting department and the

.
computer center?

CAN THE STUDENT: t,
IP

.

6.21 Answer five routine calls,
give non-confidential=infor-
oration, and record messageg
clearly?.

, w
6.22 Place five simulated, local

.

and loii,edistance calls:-OPA
routine nature,. using the
directory when necessary?

.
.

'6.3 Compose-and typewrite ill
.

mailable form simple business
correspondence for three given
situations?

.0----t

.

,,

_

7.1 Use data processing terms
correctly as they occur in
oral or written work? ..

,

.

7.21 Identify the effects of
electronic data processing
on accounting work?

7.22 Describe the relations ip that
exists between computer
center and an\a bunting

., depsrtment? .

.

SSTR 68

,
..

SSTR 69

SSTR 71

i

.6

.

CommunicationsComm

DATA PROCESSING
.

Terminology

Relationshis

.

. 174 I t
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CLERICAL ACCOUNTING I (6340) --

-

'' Topical Outline 'Enabling Competencied
...,

\
Terminal Competencies Ref

-..

.4,

.

.'

.

--

.

8. cMA.INTENANCE AND CARE
m OF. OFFICE EQUIPMENT,

ail Calcu4lati

,

CAN THE STUDENT:

,

Change the ribbon, replace the
paper tape, &id make minor machine

,,adjustthents?
, 4 h.

Clean, replace pads, and make

.

minonmachine adjustments?
.

. .

Clean keys or element and remove
dust, change ribbon, and make
mathine adjustments? .

c-, -
.

.

, - .

Compute gross earnings for employ=
ees who receive salaries

, hourly
earnings including overtime, and/

-0i,commissions?
.

Compute required and,yoluntary
"deductionS using Charts and by ,

computations?
..

,

.

AI,

--

Compute net pay?

.

Record payroll computations in a
payroll register and on the ',

(CAN THE STUDENT:

.

8.1 Change the ribbon, replace
the paper tapes and make.minor
machine adjustments?

-

8.2 Clean, replace pads, and ;hake
minor machine adjustments?

8.1 Clean keys or element and
, remove dust, change ribbon,

and make machine adjustments?
-

, .

9.1 Accurately compute five net
pay amounts including calcu-.
lation of gross earnings and
deductions?

9.2 Accurately complpte and ver-
ify payroll 'for five employees

when given time cards, payroll
register, and individual
employee earnings records?

'

.

,

,

SSTR 41

SSTR 41

SSTR 41

'

BAPC 60,

63

BAPC 60
62

.

. Equipment_ ' .

. . ,

8.2 Reprographic '

Eittlixaent r
.

8r:3 Keyboardin5 .

'Equipment

.

9. PAYROLL . , S

. _

9.1 GrosiEarnings
I

'Ns, . .

,
, .

,' .

9.2 Deductions

.

..

.

9.3' Net Pax '

9.4 Records

- 17'7
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CLERICAL ACCOUNTING I (6340)
.

A

----____
Topizal Outline Enabling CoMpetencies

.

. Terminal Competencies
. ,

Ref.

I.

.

.

9.5 Disbursements

CAN THE STUDENT:

employees! individual earnings
records? . ,

Compute a payroll change sheet and
cash slips for disbursing cash-
payroll?

Prepratipucher checks?
..

Journalize and post the'"entries
6

.

for payroll.including wage and
salary eyenses, employee. Federal
Insuranc Contributions Ac (FICA)

taxes, employee' income taxes, and
other deductions? .

. .

, .

Calculate,' journalize, and post'
the entries for. employer FICA,

State Unemployment Tali Act (SUTA),
and Federal Unemployment Tix Act
(FUTA) taxes?

.
,

I(

...

.

,

Identify steps in processing
purchaSes and sales forms?

1

USe appropriate purchases and'
sales forms for various trans-
actions?

.
..

-. .

.

CAN THE STUDENT:
.

.

9.5 Accurately prepare five pay
vouchers or cash slips from
payroll records?

..
...........

9.61 Accurat4y journalize and post
entries for payroll including
-wage and salary extenies,
employee FICA taxes, federal -

income taxes, stateincome
taxes, and other, deductions?

24°,.

9.6' Accurately Sournalize and
pAt entries for the employer
FICA,,FUTA, and SUTA taxes?

.

,

Z....". t
L0.11 Select appropriate purchases

and sales forms for five
trans4btions? ,

L0.12 Accurately process five un-
paid invoices with.accompany-

, ,

ing receiying documents?

.

PC 64

-:'

BAPC 24

.

BAPC 14.
.

BAPC 47

A

..` ''

- 9.6

-

Journal Entrjes

.

,

. .

.
t

-....j

10. PURCHASES

10.1 Processing

.

f

AND SALES

Forms
$

. ,

.
e, .,

.

ii"
. .

.

119 IID-13
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. CLERICAL ACCOUNTI (6340)
.

-
.

Topical. Outline
.

Enabling Competencies
.

Terminal Competencies,
-L

.

Ref.
.

0

10.2

0

.

__.

11.

11.1-

.-

.

f
,-.

%

.

.

Preparation of Forms

'CAN THE STUDENT: .

Process unpaid invoices-and
receiving documents for payMent?

.

Post appropriate, information iyt the

accounts receivable and accounts
payable accounts and compute
balances?

.
.

Record applicable information on
requisitions, purchase orders, and
invoices?

: .

i

Compute extensions and. totals,
appliCable discounts., and sales
tal? .

-

Verify descriptive and numerical
information after recording and
computing?

Prepare monthly statements from
invoices and ledger Aheets

.

0-

, ,,---.

,

Describe when. stencil or photocopy
is-the Most appropriate dup]ica-
tion method?

.

CAN THE STUDENT:

,

10.13 Accura4ly post ten purchases
and sales on account directly
to the proper ledger accounts
from invoices, credit memos,
and checks. and compute the
balances?

10.21 Accurately prepare five
requisitions for Aupplies and
equipment to be ordered from
catalogs?

-
'10.22 Accurately prepare five pur-

chase orders and five invoices

including computation of appli-
cable discounts and sales taxes?

0

10.23 Accurately pi-epare five cus-
tourer- monthly statements from

unpaid customer, invoices or
from ledger sheets?

-,_,-
.

11.1 Justify'the most appropriate
method of duplicatidh, stencil

, or photocopy, for ten case
situations?

BAPC 21

SSTR 6

BAPC 37

.

JAPC'36

.

,

.

u Pi.
- .tei .

REPROGRAPHICS --,---'-"---

Appropriate Use

I

130
O

a 181
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CLERICAL ACCOUNTING I (6340)

Topical Outline
,

Enabling Competencies
.

.

Terminal Cddpetencies -. Ref.
.

11.2 Terminology

CAN THE STUDENT:

Use proper terminology when
describing supplies, and machine

4 1

parts for stencil or pootocopy
equipment?

.

Clean typiwriter keys and make
proper machine adjustments?

, e

Prepare a typewritten stencil using
the illuminated drawing board for
artwork and lettering when
appropriate and make acceptable
corrections?

Select appropriate method of prep-
nation including cutting and
pasting according to copying'
process used?

Make corrections that will photo-
copy acceptably? 'A

-

. .
Operate mimeograph or photocopy
equipment to produce clear,
quality copieq?

Select and use appropriate formats
for business correspondence?

/\

CAN THE STUDENT:,

.

,

11.3 Prepare two acceptable hand-
written or typewritten
stencils usingartwork and

,lettering when ritquired?

.

11.4 Prepare an acceptable copy
for duplication by the -

photocopy process?

.

11.5 Operate stencil 'or photocopy
equipment to produce clear,
quality copies? r

.

,

.

%

. . a

11.3 Stencil Preparation

11.4 Photocopy
Preparation .

.. N,

'

.

11.5 Machine operation/

12. TYPEWRITING

12.1 :Review

Formats

182 183
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.,-CLERICAL ACCOUNTING I (6340) -,-

'°': Topical Outline Enabling Competencies Terminal COmpetencies
.

Ref.

Speed and accuracy

.

.

%4

k

....._

Error correction.

.

12.2 Production

CAN THE STUDENT: .

Demdhstrate incremental improvement
in speed and accuracy?

/.

.

.

S -

Use 1./ario s correction media such
as erasers fluid, tape,and self-

4

correcting machines?

6

- a

Typewrite business correspondence
from rough draft \copy?

-'

Typewrite information in appropri-
ate spaces, evenly aligned,4using
proper machine manipulations?, -

Typewrite tables and statistical
reports with correct horizontal and
vertical placement of information?-.-

.

J,
CAN THE STUDENT: '

12.1 Typewrj.te straight copy at a '

. minimumrate with an error
tolerance acceptable for
employment? (Civil Service
minimum--40 wpm, 3 errors,
5 minutes) (NOTE: Number

' of errors allowed increases as
speed increases. Refer to
Civil Service Handbook for

..

,

-

.

1

BAPC 80

SSTR 76

.BAPC 49

further information.). .

, .

...

-
.

e

12.21 Typewrit:)6In handwritten or
edited rough draft copy two
mailable business letters with
special"features and appropri-
ate copies within 60 iinutes?

ro.

12.22 Typewrite addresses on ten
envelopes at the rate of one
perjdnute with all errors
neitly corrected?

. .

12.23 Typewrite routine information
on three short pre-printed
forms with the information '
placed in appropriate spaces

4
6

Correspondence
'

.

Preprinted forms

.

Tables and
statistical reports

0
. ,

_

184
.

185
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CLERICAL ACCOUNTING I (6340) .

,-/

cr

opical
.

Outline Enabling Competencies "\- Terminal Competencies Ref.

.

.., ,.

,

.

.

.

.

.

\-.....
.

,

.

.

.

.

.

.

.

.

.

-

,-.

.

,

.

CAN THE STUDENT:

.

.

.

.
.

.

.

.
.

.

.

.

.

X

.

.

.,

.

.

.

,

,

CAN THE STUDENT:

evenly aligned and all errors
neatly corrected within 45
minutes?

,

12.24 Typewrite.from handwrittewor
edited rough draft material,

\
two short tables or statisti-

.
calreports, such as a balance
sheet, itinerary, bid, budget,
or'agenda,Ap.information
appropriategypiiced and .

errors neatly corrected within
50 minutes?

-, -- -

BAPC 49

'a

_ ____

.

.

.

.

,.
,..c.-

..

.

..) '

.

. .

r

-

6

4,

p0
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CLERICAL ACCOUNTING I (6140)
.

Topical Outline 1Personal Employability Competencies
.

1

.

.

DOES THE STUDENT:
-1-3. .

15.1

..

13.2

-

PERSONAL EMPLOYABILITY
SKILLS AND.KNOWLEDGES:

Puture Business Leaders

.

I -io

13.1 Join and participate in local, regional, and state activitiesf
. of the Future Business Leaders of America?

1

13.21 Exhibit the attitudes aid work habits necessary for good peer
and employee/employer relations?

13.22' Exhibit self- control, prsistepte, and initiative in completing
assignments on time?'

k
13.23 Accept constructive criticism in a positive manner?

13.24 Exhibit traits associated with responsibility including bringing
appropriatemiterials to class, productive use of time, and
economic use of supplies?

13.25, Demonstrate ability to identify personal responsibilities ithin
a group assignment and..foliow through to completion?

7.

13.26 Evaluate p *onal'Work habits and attitudes?

13.27 ,Maintain regular and prompt attendance?
.

-7--9,t. -.. .1.

13.28 Follow oral or written,inAructions in the completion of
assilynea tasks?

'13.29 Exhibit good grooing and appropriate attire for work aCcordin
'to office standards?

4

of America

Human Relations Skills
. .,

Office behavior

Self-discipline

.

t
.

Responsibility

,

,

Self-evaluation

Attendance and

punctuality
,

Following instructions

4Pearande and grooming

3





4

r.

.

,

.

CLERICAL ACCOVrING I (6340)

'Topical Outline
.

,/
- Personal Employability Competencies

13.3

. .

.

.13.4

1

,

Job-Seeking Skills,

.

,

i

.

"

CAN THE STUDENT: / :
.

...,, .

13.31 List sources of information for employment opportunities?

13.32 Identify personal strengths, weaknesses,. and ambitions and
match them with job opportunities?

e

-

13.33 Prepare a typewritten resume to present applicant favorably?
....._ .

13.34 Prepare handwritten and typewritten application forms to present
applicant favorably?

;

..

.

13.35 Compose and typewrite acceptable application letters?

13.36 Demonstrate acceptable behavior during a simulated job'
,

interview? .

.

13.37 Compose and typewrite a positive and apprbpriate follow-up
letter?

13.38 Identify other appropriate follow-up procedures including
telephoning atkt sending additional correspondence?

0

DOES THE STUDENT:,
.

, ,

'

5643,41 Keep the area in and around the work station uncluttered?

.
.

13.42 Assemble supplies and information necessary to ,compaete
assigned tasks?

4 .

3

e,
3.43 4 Plan work aficiently,ta meep,deadlines?

... , .

13.44 Organize work materials for best use of UT

r

Employment opportunities

Self-analysis -

stone .

,

Formg'

Letters .

Job interview
....-

.

.

Follow-up
s ;

. ,

..n.

Organizational Skill-

Y
Station .

Task N ,
.

.

Work prioritiep

191
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CLERICAL, ACCOUNTING II (6350)

Grade Level: 12 Prerequisites: Clerical Accounting I

Clerical Accounting II is "a one-year,jdoubfe-period occupational preparation

grade level. Accounting skills learned in Clerical Accounting I are further
applications and accounting for partnerships and corporations are included.
processing and records,tanagement are developed. Instruction is provided in
seeking skills, office procedures, and organizational skills..

."

A review of the skills and knowled s developed in Clerical Accounting I is included Clerical Accounting
II so that students can improve, bui upon, and integrate previously learned skills and knowledges. Accord-
ingly, much repetition occurs in the topical outlinei for Clerical AccoUnting I and Clerical, Accounting II.
However, tasks assigned Clerical Accounting II students have greater complexity and require more decision-
making skills. Expected competencies for Clerical Accounting II students are based on performance with more
difficult or advanced materials than those used with Clerical Accounting I students.

course offeked at the twelfth-
developed. Special accounting
In addition, skills in mail
human relations skills, job-

4

The following skill areas are included, in

Skill Area'l - ACCOUNTING CYCLE REVIEW

Clerical Accounting II:

Skill Area 4 -
1.1 Fundamentals

/-
4.1

1.2 Terminology 4.2

1.3 Combination Journal 4.3

1.4 Special Journals 4.4

4.5

Skill Area 2 - 'ACCOUNTING' : -' SPECIAL APPLICATIONS_

2.1 Sales Talc

2.2 Bid Debts
2.3 Depreciation

. ----72:4--L-ttotes-Receivable and Payable

'41 2.5 Accrued InCOme and Expense
2.6 Petty Cash

.

DATA PROCESSING
Actounting Applications
Flowdharting
Input Preparation and Data Entry
Systems,Comparison
Output Use

Skill Area 5 - MAIL PROCESSING
. 5.1 Incoming,Mail

5.2 Outgoing'Mail

Skill Area 6 - OFFICE EXPERIENCE
6.1 Simulations
6.2 Cooperative Office Education

Skill A`rea'.3 -
o

ACCOUNTING: PARTNERSHIPS AND
Skill Area 7 -CORPORATIONS

).1 Terminology 7.1

'3.2 Opening Entry 7.2

3.3 Stock and Dividends
3.4 Financial Statements

q o

RECORDS MANAGEMENT
Introduction
Filing

1

19 3 11E-1



J
Skill Area 8 -

8.1
8.2
13.3

8.4

Skill Area

Skill Area

TAX REPORTS

Employers--Federal
Employers- -State
Record

Individual Returns

9 - TYPEWRITING
9.1' Pre - Printed Business Forms
9.2 Tables and Statistical Reports

10 - PERSONAL EMPLOYABILITY SKILLS AND KNOWLEDtEB.
10.1 Future Business Leaders of America
10.2 Human Relations Skills
10.3 Job Seeking Skills
10.4 Organizational Skills
10.5 Personal Finances

194
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CLERICAL ACCOUNTING II (6350)

Topical Outline 1* tnablirig Competencies Terminal Competencies Ref.

to

.

THE STUDENTCAN THE STUDENT: CAN STUDENT:
.

/
,

1. AMOUNTING CYCLE
. TEVIEW

.
i

1.1 Fundamentals Journalize and post transactions 1.1 Perform skills involved in
, and perform end-of-fiscal-period completing an accounting cycle."

( tasks? fora retail business using
. either a combination journal

. .

,or special journals?

1.2 Terminology Define typical accounting terms? 1.2 Complete a project encompass- BAPC,,...,

ing an accounting cycle for 8, 9
/

.

a retail business? 10, 127
'

. .

14, 15
19, 21,.

1
22, 23
24, 25

. 27, 29
30, 31,,

.

.
.

, t , 32, 33
. .

. 34.
, .

..
. . .1.3 Combination Record transactions in a combina-

_Journal tion journal and post special
. :

.
, and general columns to general

. .

i
. and subsidiary ledgefs?

,
,,..

.

.
..,

. Prepare eight column worksheets
with adjusitments, capital sikte-

,

. . .
,

.ments, income statements, and(
,

,

.

.,.
. balance sheets?

. . ,

r

. .

..,
. .

: .
.

.
_

195 196
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CLERICAL ACCOUNTING II (6350)

.

Topical Outlitie Enabling Competencies .

.

Terminal Competencies Ref.

.

1

1.4.

.

,

.

.

Special Journals

k

ak

.

CAN THE STUDENT:

Record adjusting and,clOsing
entries in combination journal
and post to general ledger?

.

. .

.
.

Define special journals?

'Define terms used in recording
in special journals?

1

I.-

Record journal entries in
.

purchases, sales, cash receipts,
Cash payments, and four-column
gederal journals?

.0.

'o

Determine sales and purchases
,

discounts accurately and c

journalize entries for them?

.

Journalize entries for both
sales and purchases returns and
allowances?,

.

Prove caich,and record entries o-

for shortages and overages? .

'

Correctly post to subsidiary and
general ledgers?

.

CAN THE STUDENT:

.

.

A

4

.

.

,

)

. .
- ,

4 rN,
1 .

.

- !

.

.

/'

,

.

g

,

.

.

.

,

1
.

.

.

.

.

.

,

Terminology
.

.
.

.

Journalize S

-

/
.

a

. \_

Post
.

197
V
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CLERICAL ACCOUNTING II (6350)'
.

-To ical Outline
.

Enabling Competencies
.

Terminal Competencies
.

Ref.
.

2.

2.1

2.2

.

.

ACCOUNTING:
SPECIAL APPLICA-
TIONS

.

Sales Tax

G

,

CAN THE STUDENT: .

-
. .

.
,

-

,

Record entries for cash and
charge sales that involve gales
taxes?

Record entries for payment of
sales tax? ,

Vast entries for sales tax? .

Define-bad debts,,bad'debts
expense, valuation account,
writing off an account, and

agifig accounts receivable?

Record adjusting entries for
bad debts-expense on worksheets
and journalize and post?.

.

Journalize and post entries to
write off uncoil le accounts?

g
Journalize and post entries for

CAN THE STUDENT: .

..-

,

lid

-- , . . 3

A
,

2.1 Accurately record three sales
tax entries in appropriate
journals and post?

1 l

2.21 Accurately compute bad debtS
expense based on aging
accounts receivable or based
onestimates? '

2.22 Accurately journalize and
post the transaction for bad
debts expense?

2.23, Accurately journalize and post
entries to write off three
undollectible accounts?

4
P

.2.24 Accurately 'journalize and post

.

.

v

BAPC
16

0

,

.

Bad Debts

.

.

.

.

PP ,

_

,
,

collection of accounts prom*"
ously written off?

.

,

transaction for thecollection
o an account previously

/ written ofe?.

4

--

199 260 IIE -5
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CLERICAL ACCOUNTING II (6350) \

. .

_, .

Topical Outlina-
.

Enabling Competencies
.

.

Terminat Competencies Ref,

2.3

.

.

.

*

2.4

,

Depreciation

CAN THE STUDE/ NT:

. .

Report;bad debts
financial statements?

Define fixed assets,
tion, book value,
value?

Determine depreciation'expenge
on fixed assets,

adjusting entries
and journalize

Journalize and
selling, discarding,
fixed assets?

,

.

Report-d4reci
on financial s

Define promis
maturity date,,

bearing note,
note payable,
proceeds, discounted
receivable, and

.

.!

information

.,

*

depreciaa
9nd salvage

.

record the

on'worksheets,
and post?

post entries for
or trading

.

tic information
atements?

ry note, principal,

er, interest-
N.

interest rate,
bank disaountf

.

no , note
dishonor, note?

.

-

CAN .T,HE STUDENT:
.

2.25 Correctly prepare financial
statements that report bad
debts information?

,

.

2.31 Accurately compute the

depreciation expense and the'
' book value for two assets?

,.,A,

2.32 Accurately journalize and post ''-",,

,transactions for depreciation
expenses previously computed?

2.33 Accurately journalize and ,

post transactions for selling,
- discarding, or trading two

fixed assets?

'2.34. Correctly prepare two

financial statements that

I report deprediation informa-
tion?

2.41 Accurately compute maturity
dates-and interest on tiro
notes receivable? ,"

2.42" Accurately compute bank
'discounte and proceeds on
two notes payable?

)- :
,

.

.

BAPC
13

.
.

4

. .

.

\

.
,

4

.

4

: Notes Receivable
and Payable

. \

.

. q
..1,,vL,.

.

, 26
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. CLERICAL ACCOUNTING II (6350) 1

.

Topical Outline
.

Enabling Competencies Terminal CdMpetencies Refs

..

_ .

.

2.5

.

,

.

.

.
el*

,
. -

.

.
.

.

.
.

AccruedNIncome and

'

CAN THE STUDENT:

Determine maturity dates of notes?

.
1

'Compute interest'on notes? .

----.

Determine bank discounts, record
entries for issuance, of notes and
payment of discounted notes?

Record the acceptance and receipt
of notes plus interest?

Journalize and post entries for
diahonored'notes?

. .

Reportinotes and interest.infor-
nation. on financial statements?

ti

; . .

,

Define accrued thcame, accrued
intermit income, reversing entry,
accrued expense, accrued interest
'expense, accrued salary expense ?,

.
-

Determine and make adjustments
for accrued income and expenies'
on 'yorksheetwe journalize and
post the entries?

.

Report accrued income and expense
information on financial state-
manta?

.

CAN THE STUDENT:

2.43 Atcurately journalize and post
. transactions for notes,

interest, and bank discounts?

2.44 Correctly prepare financial
statements that accurately
report notes receivable and
notes payable?

.

...

.

2.51 Accurately journalize and post
two adjusting'entries for
accrued revenue and accrued
expenses?

.

2.52 Correctly prepare financial
statements that accurately
report accrued income and .

'accrued expenses?
.,

.

-

ie

.

.

r-,-,

.

.

.

.

8APC
17, 18Expense

,

'..

2 0
41.
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. CLERICAL ACCOUNTING II (6350) ,

Topical Outline
.

Enabling Competencies
. .

Terminal Competencies Ref.
*

'

-

2.6 Petty Cash

CAN THE STUDENT:

.
.

Journalize and post reversing
entries for accrued income and

. expenses?

. .

.

Journalize and post transactions
to establish petty cash'accoants?

.
.

.

and' post entries to
replenish petty cash funds?

.

.

Prepare petty cash vouchers and IK2.63
record them in the petty cash
book? -

Follow procedures to replenish
the petty cash fund ?.

.

.

.,
,

Define partner, partnership,

articles. of partnership, and dis-
tribution of net income statemel2

CAN THE STUDENT:
. .

2.53 Acdurately journalize and
post two reversing entries
,for accrued income and
expenses?

,

.
.

2.61 Accurately journalize and
post transaction to establish
the petty cash fund? f

2.62 Correctly journalize and post
the entry to replenish the
petty 'cash fund?

.

Accurately prepare five petty
cash vouchers and record them
in the petty cash bo4?

. , , ,

2.64 Accurately follow procedures'
to replenish the petty cash
fund?.

...

.

,

.)

.

,,,.

.

.

, !

Journal entries

--=--'-Journalize

.,

.

Vouchers
. .

.

Replenish

........41..1 .111.1
3. ACCOUNTING:

PARTNERSHIPS_ AND

CORPORATIONS.

3.1/ Terminology
,

, _,,,z

.,

205( 206



. CLERICALACCOUNTING II (6350) -

TCpical Out ,- Enabling Competencies Terminal Competencies . Ref.
. .

(

.

3.2 Opening Entry

CAN THE STUDENT:

Define corporation, incorporators,
articles of incorporation, charter,
shares, stockholder, capital stock,
stock certificate, par value, pre-
-tarred stock, common stock, board
of directors, retained earnings,
deficit, and dividend? .

Using articles of partnership as
source documents, record opening
entries? 4 ,,

/
/ .

Using articles of incorporation as
source documents record opening
entries?

K %

Record entrie6 f2r-theadditional
sale of capitalstock shares?

Record entries related to declar-
ing and paying dividends?

Complete eight-column worksheets,
income statements, balance aheeta,
and capital statements for fiscal
periods? .

.

,
. .

.,,

L ,

CAN :HE STUDENT:

.

_

.

3.21 Accurately record opening entry

- for a partnership? .

,

.

3.22 Accurately record the opening
entry for a corporation?

. 1

3.31 Accurately record the entry for
sal&of additional capital
stock shares?

3.32 Accurately record entries for
declaration and-payment of a
dividend?

3.41 Accurately complete end -of -4
fiscal- period work for a

,-. partnership? .

3.42 ACcurately complete enti-of-
fiscal-period work for a
corporation?

.

.

,

.

.

.

/

3.3 Stock and Dividends

1

3.4 Financial
. Statements,

.

s

//,.:X''i.-kv,, .

'..c.
.

20'7
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\ CLERICAL ACCOUNTING II (6350) ,
.) ,

.. ,
.

-'77 Topical. Outline, Enabling Competencies TerMinallCompetencies Ref.

4.

4.1

4.2

.

4.3

'

.

DATA PROCESSING

_...:

Accounting .

CAN THE STUDENT:
,

-

.

Identify accounting applications'
appropriate for a computer system?

Compare manual systems and elec-
Ironic data processing 'systems in ,

accounting operations including
.journalizing, posting, payroll,
and purchases'and salei records?

.
.

Describe the effects of miCrocOm-
putera on-the accounting opera-,
tionaof'buisinesses?

Use flowchart symboli to show how
an accounting problem can be
solved using electronic data
processing?

_

.

Use data entry equipment, if.
available, for input? ' °4

.. .

,
.

be,

.

-.
;

.... %,

.41
.

CA-'`THE STUDENT:

,

4.11 Describe how a manual account-
ing operation can be computer-
ized? ,

.

4.12 Assess the impact of micro-
computers on accounting 4*

applications?
.

- ,
0-4

.

4.2 Correctly prepare a flowChart
to*solve an accounting problem

, using' electronic data

.

processing?
, .

.

4.31 Use data-entry equipment at a
'5minieuvrate and with an error
tolerance acceptable for

-
employment?

4.32 Enter inforeition from ten
', ' source documents, in pre-

determined fields, on appropri
ate media for data entry
equipment? ,- .

7.,

6 ,

.r.

.

4

'

.

BAPC 46

.

Applications :

\
.

,
.

0

Flowchartin

...._

Input Preparation
and Data 'Entry

.

f

,

,
f
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4.4 Systems Comparison

.

CAN THE STUDENT:

Compare manual,e4echanical;
punched card, and automated
accounting systems with respect to
security, storage; capacity, and
forms reteniion?

. . ,
Interpret and use various t of
,output?

. -

'

OP ONMIN7 45.

.0

. , . /
.

,Open, stamp, sort, ute, and
distribute inbami mail? .

.

. k-

/

Select appropriate clefts of mail
for various items?

Preparedocuments for mailing by
veriZying addresies including ZIP
codes, checking for enclosures,

folding, an4 inserting properly
/into appropria envelopes?

'

Use the Natio al Zip Code

.A

CAN THE STUDENT:
,

. .

4.4 Select the most appropriate
system for a given situation
when security, storage, and

' forms retention are considered?.

/ -- --
,,.

4.5 Prepare a report frau infor-
nation extracted from a coo-
puter printout?'

it
.

.

,,

./
....

, 4'

. - -R. ,

4.5 Output Use

em.~.

5-,7 MAIL PROCESSING

,

Ala

5.1 Incoming Mail 5.1

5.2
--

,

.

Correctly open, stamp, sort,
and rcute ten routine pieces
ofInFoming mail?

.

1

.

.

,
.

'1,4rify addresses, check for
enclosures, and properly fold
and insert items to be mailed
in ten envelopes and determine
postage? --postag..

r
.,

.--
.,

,

IN..

.

bAPC 75

.

VtAPCL 4

4

t

..f."/

-
-, ,

1

5.2 Outgoing Mail

',Clasties

. .
. , .

.
, Director#?

.
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.

,

Postage,_Postage,"-

(111'

Packages
4' .

Postal informati
:

4.

,

.

CAN THE STUDENT:

Determine correct postage for mail
of different classes and weighti?

.

Prepare packages: for mailing?

Use available sources of postal
information to process'mail?

CAN THE STUDENT:

.

,

. .1

.

m

.

I

..m.......m..

_____ --

t .

.............. .
1.D

6. OFFICE EXPERIENCE
)

6.1 Simulations - ',

'... e

,

. .

Perform'the activities in a sim-
ulated. or actual, offiCe environ-
sent and integrate previoubly
acquired competencies?

,

.
t'

I
I

,

.

8
_

.

moo.. m.................m....
.

4
,

,
.

_

6.11 Acceptably demonstrate know-
ledge, skills,--aknd attitudes

in performing simulated office
tasks?

6.12 Acceptably synthesise pre-
viously learned, office know-
ledges, skills, and attitudes
to complete the tasks of a
given position in a model

.office?
. .

, -
.

6.2- Successfully perform the tasks
required of a part-time office
employee?

.

- p .
.

'Task and job
,

Flow -of -work
.

-

--i

6.20 Cooerative Office
EducatiOn

,

,

s

,

.

213
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CAN THE STUDENi': CAN THESTUDENT:
x .

7.
.

RECORDS RANAGEMENT
,

.

.

7.1 Introduction f
.

Weed for accurate
.,records

Describe the need for keeping
accurate records?

c

. .

.

eferainclogy
A

Use proper terminology when dis-
cussing various aspects of filing?

.

.
,

'Filing supplies
and equipment

Identify types of supplies and
equipment and describe uses of
each? ..

/

7.2 Filing

Alphabetic

.

Apply alphabetic filing rules? 7.21 Correctly index, code, sort,
and file 15 documents
alphabetically?

BAPC178

RUmeric Apply numeric filing rules? 7.22 Correctly sort and file 15
documents numerically?

3APC 78

Retrieval Retrieve requested information or
materials?

7.23 Correctly retrieve ten docu-
ments or items of information

RAPC 76

.
,

"from the files?
.

,

4 I

I J

215,

r 216.
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5,

8.

8.1

8.2

8.3

. (
.

'TAX REPORTS.

'Employees -- Federal

-

0

-

,

CAN THE STUDENT:

..

Complete employer's quarterly
rederal tax returns (Form 941)?

Complete-employees Federal tax
deposit forms (Forms 501 and 508)?

.

.

Complete employer's annual recon-
ciliation reports of income tax
withheld (Porn W-3)?

Complete employer's Federal un-
employment tax reports (Form 94O)?

.

Complete employer's state unemploy-8.21
meat talk repOrts7

.

. <

Complete state salei tax reports?

Journalize and post entries for
tax reports?

,

CAN THE STUDENT:,
0

,

8.11 Accurately complete an'
employer's quarterly Federal

-tax return (Form 941)?

8.12 Accurately complete employer's
Federal tax deposit forms-
(Forms 501 and 508)? '

,

.qh,

8.13 Accurately.cbmplete an ,BAPC
employer's annual reconcilia-
tion report of income tax
withheld (norm W3)?

.

8.14 Accurately couplets an
'. employer's Federal unemployment

tax report'(Form 940)?

Accurately complete an employ-
ergs state unemployment tax
report?

8.22 Accuratelyomplete a state
sale tax report?

8.3 Ac ately record entries for
tax eports previously
c leted? - .

. .1
...

BAPC 59

BAPC 65

.

60

-.

BAPC 67

BAPCH66

BAPC 20
,

,

.
.

,

.
.

Employers--State
.

.

-

Record, %

1
4

;.

.

.

217 -218
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.

8.4

.

,

.
'

Individual Returns

CAN THE STUDENT:

Complete individual Federal income
:

tax returns (Forma 1040 and 14040A)?

Complete individual state income r

tax returns (Form 760)?
/

..W. N. 1/1. IWW

CAN THE STUDENT:
,

8.41 Accurately complete individual
Federal income tax returns
(Forms 1040 and 1040A)?

.

8.42 Accurately complete,an
individuarstate income tax
return -(Form 760)?

.

,

W.. ./.0.

9.

9.1

9.2

'

A

TYPEWRITING

Pre-Printed

..".

.

Typewrite intonation in appeopri-
ate spaces, evenly aligned, with
proper machine manipulations?

_

Typewrite tables and statistical`
reports with correct horizontal
and vertical placement of
information?

.

/

.
.

,-

.

- ..1
0

.f
9.1 Typewrite information on three

pre-printed forms with the
information placed in appropri
ate spaces, evenly aligned,
and all errors neatly correct-
ed within 45 minutes?

9.2 Typewrite from handwritten
edited rough-draftaterial
two average-length tables or
statistical reports, such as
a balance sheet, itinerary
bid, budget, or agenda, with
information appropriately
placed and errors neatly
corrected within 50 minutes?

.
.

.

I

SSTR 46
75

SSTR 77

_

Business Forme

t

Tables and
Statistical Reports

.

.

11E-15
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Topical @aline PersonalrEmployability Competencies

a ...

4 *DOES THE STUDENT: ,

1

10.1 PERSONAL EMPLOYABILITY -0
4

SKILLS AND KN

10.1 future Business Leaders *

of America 10.1 4oin and participate in local, regional, and state activities
.

.of the Future Business Leaders of America?
.

10.2 Human Relations Skills

Office behavior 10.21 '. Exhibit the attitudes and work, habits necessary for good

employee/employer relations in the office?
.

.

Self-discipline 10.22 Exhibit self-control, persistence, and initiative in
%completing assignments on time?

10.23 Accept constructive criticism ida positive manner?

Responsibility 10.24 Exhibit traits associated with responsibility, including
bringing appropriate maierialt to cleat, productive use of

.

. . time, and economic use 6f supplies? 6

Self-evaluation 10.25 Evaluate personal work habits rand attitudes?

Attendance and 10.26 Maintain regular and prompt attendance? _

punctuality

Following instructions 10.27 Follow oral or written instructions in the Completion of
assigned tasks?

, .

AipearCce and grooming 10.28 Exhibit_good grooming and appropriate attire for work
. according to office standards?

.

.,
.

0.
, .

221 222
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k,

Personal Employability CompetencieAs

X10.3

.

. .

$

.

Job Seeking Skills

$

CAN THE STUDENT:.
.

.
.

. . .

:;" -
. s-

10.31 Compare and cOntrasi working conditions and advanciument °
opportunities-in large and small, pOlic and private, and

.
urban and rural businesses and organizations?

10.32 Identify personal skills and traits and match them with
available job opportunities?

10.33 Prepare a tyPewtittei resume.to present applicant favo ly?

10.34 Prepare typewritten application forms to present applicant
favorably?

'

10.35 Compose and typewrite acceptable pplioarn letters?

10.36 Demonstrativacimptable behavior during a simulated fitib
inteiView?. &

f .

10.37. Prepare for 'the job interview by acquiring knowledge about
company in which interested, preparing information about job
requirements,. and demonstrating appropriste appearance and
personal conduct?

.. :
10.38 Compose and tipewiite a poditivea0 appropriate follow-up

letter?-
:,...

10.39 Use other appropriate follow-up procedUkes, including
telephoning and pending additional corzesPondence? .

43

a 1 .,
. .

.

.

,.

.

Employment opportunities

Self-analysis

Remise ..

Forms

Letters

Job interview
I

-------

,,p*- )7?

X
F llow-up

s .

.
.

.
. .

' .

223 ,
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.

DOES THE STUDENT:

10.4 s. aRizational , lls

Station 10.41 Keep the area and around e work s ition uncluttered?

10.42\ Assemble supplies and information necessary to complete
assigned tasks? ,4,',

.

,,,,

Work priorities* 10.43 Plan work efficiently to meet deadlines?
. .

Work evaluation l' 10.44 Evaluate own workrealistically?

Office environment / 10.45 Maintain an orderly office and reception area?
1

1

CAN THE STUDENT: .
.

10.5 Personal Finances

.. . ,

.

:Ihcome managemeht
,0

10.51 Plan a budget based on pay? .

, .

.

.
Tat records

6

.

10.32 Maintain records required-for individual income tax returns?

r
1

.
o

6

I. ,
. .

.
.

..

a

a

f

'4*.. ..
.

225
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RECORDKEEPING (6330)

Grade Level: 11 or 12
Prerequisites: None

Recordkeeping is a single-period, one-year course offered on an elective basis for eleventh- or twelfth-grade students. Both personal and business recordkeeping skills are developed so that:accurate basic
financial records can be 'kept. Business source documents and business procedures are emphasized as well
as the formation of positive work habits and attitudes.

Recordkeeping introduces students to double-_
s.entry bookkeeping-proceaure

The following skill areas are included in Recordkeepings'l

Skill Area 1 - RECORDKEEPING FUNDAMENTALS
1.1 Terminology
1.2 Penmanship
1.3 Math Review
1.4 Corrections

Skill Area 4 - FILING
4.1 Alphabetic
4.2 Numeric
4.3 Subject

q,

Skill Area 5 - ACCOUNTING FUNDAMENTALS
Skill Area 2 - 'PERSONAL RECORDS 5.1 Terminology . 4

2.1 Budget 5.2' Beginning Balance Sheet
,2.2 Credit 5.3 Debits and Credits
2.3.

2.4
Ownership
Banking 4.

5.4
5.5

Journal Entries
Ledger Accounts

2.5 Taxes 5.6 Trial Balances
5.7 Financial Statements

Skill Area 3 - BUSINESS RECORDS

,Skill Area 6 - PERSONAL EMPLOYABILITY SKILLS
3.1 Sales
3:2 Petty Cash AND KNOWLEDGES
3.3 Purchases 6.1 Future Business Leaders of America
3.4 Payroll 6.2 Organizational Skills

6.3 Human Relations Skills
6.4 Responsibility

22? \
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1.

1.1

.1.2

1.3

1.4.

RECONDREEPING
rumoammus

Terminology

.

,

CAN THE STUDENT:
...

_

,

. .

Define specific recoriOw4iim;
terms, such as data, recording,
sorting, classifying, columns. and
rows? -

,

,

Record information accurateleand
legibly?

Complete a variety of basic maths-
matical computations?

.

!

..
1

Use proper techniques when
'locating and °orienting errors?

. °

CAN THg STUDENT:

.

.

.,.... "

1.1 Use recordkeeping terms
correctly as they occur
orally or in written work?

.

1.2 Record information legibly
,, and accurately on personal

and business documents?
,

. ,
1.3 Accurately complete 20 maths-

coati ail calculations

including addition, subtrac-
,Xion, multiplication, and
division of whole numbers,
decimals, and fractions?

*;

1.4 Locate all errors and use
proper techniques io'correct
errors on assigned work? t

.

,

.

Penmanship

A
.

Math Review
,

.

,
.

..

.

Correction*

. .

2.

2.1

PERSONAL RibORDS
,

&

Budget

.

,

Determine individual needs and
wants? -

.
.

Estimate income and exPensee?
L \

,

.

,

1.1 Compile an estimated budget,
record all income and
expenses, and compare the
actual outcome with the
estimated budget for a
period of one2Ampth?

4.

.

e

230
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Topical Outline Enabling Competencies Terminal Competencies Ref.
),

X
.

CAN THE STUDENT: CAN THE STUDENT:

Prepare an estimated budget?.

r Record actual cash receipts and .

, payments?
.

. Compute and compare in columnar
. form estimated/actual income and

expense totals
46

2.2 Credit" Compute interesAcharges? 2.21 Accurately compute interest
charges for five credit.

,

situations ?,ti.

.

CCipare sources of dkedit and 2.22 Compare cost of credit for
select most financially advanta- three situations and select
geous one? best credit source for each

one?
.

.
,2.3 Ownership'

Inventory Prepare inventory records for: items 2.31 Compile ownership record for
such as furnitire, insurance,- and items owned?
personal belongings?

Net worth List and total items owned and .2.32 Determine net worth?
owed to determine owner's net

0

worth?

Records storage List records to be stored? 2.33 Identify types of records
that should be stored?

.

.

231 232
IIP -3
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'Terminal Competencies Ref.

A.

1

,

2.4 Banking

CAN THE STUDENT:

Select proper storage facilities?

. ,.

.

.

'Prepare a signature card?

CAN THE STUDENT:

2.34 Select locations for protec-
tion of various types of
records?

0

,

.....
. .

2.41 Properly prepare a signature
__-___.

I

BAPC 40

BAPC 72

WC 69

BAPC 68

,
,

Checking accounts

,

.

.

.

.

O. ,

°

.

.

Complete check stubs, compute and
record new balances?

.

Write checks?
.

.

Use the blank, restrictive, or
full endorsement for given
situations?

, 1
Prepare deposit slips involving
checks&curro7i4 and coins?

Reconcile bank statements using
canceied4checks, previous reconcil-
iationsi, check stubs or registers,
and records of deposits, so the
balances on the check records or
registers agree with the bank
statement balances?

card to open a checking
accounU-

2.42 Accurately complete legile
check stubs and checks for
five payments?

.

,

2.43 Appropriately endorse five
'' checks?

,

-2.44 Accurately prepare three
legible deposit slips?

'

2.45 Prepare a simple reconcilia-
tion?

.

) 111

233
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Topical Outline Enabling Colipetencies Terminal Competencies Ref.
. .

Savings vacant
,

.

CAN THE STUDENTi

Explain .tages of various
type of savings accounts?

'omplete savings deposit and with-
drawal slips?

. .*

.

CAN THE STUDENT: ' .

2.46 Describe the advantages of
two types of savings accounts?

2.47 Accurately complete two
deposit and two withdrawal
slips for a savings account?

/
.'

2.5

`
.

-

,

.

'

,

notes

.

Taxes

Locite information-on the face of
notes?

Compute maturity dates?

'

.

Compute interest?

,

Determine sales, Federal Insurance
Contributions Act'(FICA), and
Federal and State income taxes by
using tax tabled and tint rates?

, .

.
, .

'

A
.

.
-------'

.-.

2.48 AciUrately-dstermine maturity
\Oates for five notes?
N.

2.49 Abonomste/ycamoota interest
on five notes ?` .

e, 6
. .

.,
. 4

.

2.51 'UseIMtax tables or tax rates
to'cometiiFICA dedUctions '..

for fifigross pay aaounts?
. ..

2.52. Use tax tables or -toot rates
- oompOte sales tax for five

chase i?

2.53' Use...tax tabled Or tax rates
to compute Federal income-tax
fpr three individuils?, . .

- .

1 ,

,

0

- I

.

-t

, .

.

Computation

, ,

/

-. - .

235
4'
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Topical Outline Enabling Competencies' Terminal Competencies
"_...---

Ref.

.Gy0

o

$

Returns,

.

. .

CAN THE STUDENT:

.

.

.

Prepare 1040A Federal tax returns?

,

CAN THE'STUDENT: '

2.54 Use tax tables or tax rates
to compute State income tax
for three individUals?

2.55 Accurately prepare a 1040A
Federal tax return?

s

2.56- .--------Propare-simple-State-incoos-tax--
.

---

returns?
- - - -Accurately- prepare a. State

income tax retur+ f

:i"'
V

6

.

3.11 Accurately prepare five sales
slips?

. .

3.12 Accurately prepare five
receipts? ,

3.13 Accurately prepare two creddi
memoi?

-.

3.14 Transfer information' from
eight source documents to .

customers' accounts an.
compute balinces?

$

3.15 Select 'et coins and ills'
to iven in Chang for

ive ctions?

BAPC
55

/

/:
10 21

.

*

3. BUSINESS RECORDS

3.1 Sales

. - r
A

-

Prepare sales slips, receipts, and

credit memos? .

.

Extract. information from sales
slips, feceipts, and credit memos?

Ttansfer information from charge
,sales slips, credit memos, and
cash receipts to customers'
accounts and compute balances?

_

f:-
.

,-/ Y

Make change correctly?
,

.

.,

,.'
r

,

-
;

.

.

.z.

. .

, . .,

.237
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.

3.2 Petty Carib,

,

CAN THE STUDENT:

Prepare petty cash vouchers?

Recdrd entries,-total, and prove
petty cash book?

. ,

Prepare petty cash summaries?
.,

Repltoish petty cash fund?

CAN

3.2

HE STUDENT:
/

Accurately prepare five
petty cash vouchers, record

- the transactions, and follow
the procedures for replan-
-Wring the fund?

.

BAPC
70, 71

3.3

3.4

,

1

Purchases
...

Prepare.purohase requisitions,
purchase orders, and invoices?

Extract informailein from purchase
requisitions, purchase orders.
and invoices? .

f
'

Determine due date and calculate
disbounts on invoices? 4,

, .

Traniffer-information from purchase
Invoices, returns, and payments to
creditors' accounts and compute
balances?

1 ,

, \

Compute gross earnings for
employees who riceive sall=1;
hoirly earnings including
and commissions?

3.31

3.32

3.33

3.34

3.41

.

Accirately prepare three
purchase requisitions,from
source documents?

-Accurately prepare three
purchase orders from source
documents?

Accurately prepare three
invoices from source ,
documents?

.

Transfer information from
sight source documents to
creditors' accounts and
compute balances?

qr

Accurately compute gross
earnings for five employees?

3

BAPC
51

BAPC
37

BAPC
10

BAPC
60, 63

. .

. .

.

(

/

Payroll

Gross earnings
.

239 240
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.

CAN THE STUDENT: CAN

_

HE STUDENT:
. .

Payroll 'register Compute net pay including 3.42 Accurately compute five net BAPC
. calculation of gross earnings and

deductions?
*

.

pay amounts? 60

.
,A'

Compute required and voluntary
deductions using tax tables and
computations?

3.43 Record the weekly payroll for
five employees in a payroll
register?

BAPC
60

.._

Crimpleie%nd balance totals of a
payroll register?

t

,
,

.

. Employee Transfer individuals' earnings 3.44 Transfer payroll information BAPC
record from register and compute

accumulated earnings?
for employees from payroll
register to individual
earnings records?

60, 62

R

Disbursements

.

Write payroll checks? 3.45 Accurately prepare five
payroll cheeks from payroll
records?

BAPC
60

N

....................................

4. FILING
--N_

,o,

4.1 Alehabetic Apply alphabetic filing ruleorto '4:1 Correctly file ten documents BAPC
'arrange personal and business
names?

. alphabetically? 78

4.2 Atmeric Arrange numbered records in 4.2' Correctly file ten documenti BAPC
sequential and chrohological
order?

numerically? 78

241 242
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.-opical Outline ' Pnablin mpetencies
. .

,

0, Terminal Competencies
)

Ref . ,

1

4.

1

5.

5.1
i

5.2

5.3

.

Subject .

°'

t
,1

CitNATE STUDENTS
1

A.'
;

Use stject.fixing procedures to
arrang relordel,y.topic?

7-4

Define specific terms such as --..

assets, liabilities, owner's -

equity, T accolint, post, income,
and expenses?

-

Classify items as assetsor
liabilities?

:

..
,

Determine owner's equity by using
Vie accounting equation?

'e

Prepare balance sheets that
-include the heading, assets,
liabilities and owner's equity?

, . .

Label the debit and credit side_
of T accounts?

Label the increase and decrease
side of accounts? ,e-%.-

,

CAN THE tSTUD NT:i.
4.3 Correc y file ten documents

in alphibetic ord according
to subject?

.

5.1 Use accounting terms correctly
as they occur orally or in
written work?

N

5.2 Accurately prepare a beginning
: balance sheet?

,

i

5.3 Accurately record ten trans- d
actions in T accounts and

,-,

prove balances of the
accounts?

4 ,

SSTR,
24

BAPC
28

,

,

ACCOUNTING
FUNDANENTUS

1
Terminology

.

Beginning
Balance Sheet

..

.
.

,

Debits,And.
Credits

.

243
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Enabling Competencies Terminal Competencies

.: xv-lo

Ref.

5.4 Journal Entries
)

Ledger Accounts

CAN .THE STUDENT:

RecOrd transactions involving
increases and decreases in T
accounts? /

Pencil foot T accounts and compute
balances?

Prove the equality- of the debit
'and credit balances?-

Identify column headings of a
journal?

Record opening entries for
beginning balance sheets?

Enter date, account titles, source
document numbers, and debit and
credit amounts-yr each journal

' entry?

Journalize a variety of ,business
transactions? ,

Label accounts with titles and
numbers?

Record beginning balances in
accounts?

Post.journal entries to ledger
accounts?

CAN -THE STUDENT:

.5.41 Accurately journalize the
opening entry?

-5.42 Accurately journalize 20
transactions?

4'

5.5 Open aciints and,aCcurately
post 0 journal entries to
the accounts?

:246

4

t.
4

BAPC
28
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-

. Topical Outline
.

Enabling Competencies Terminal Competencies
.

Ref.
-

5.6

5.7

,
.

.

.

Triallelances

CAN THE STUDENT:

Pencil foot and-compute account
balances?

Prove %be accuracy of the ledgers
by preparing trial' balances?

. ,

Classify accounts as income or 1

expanse?
....-

Determine net income/los* by
emParin the total income and.
=minis'?

Prepare end-of-period balance
sheets?

* N,..

,
..

.

1,

.

4

,

,

,

4

.

o

CAN THE STUDENT:
.

I

.
.

5.6 Accurately prepare a trial
balance?

5.7 Aii-OrePare an Income.
. stilt t from a trial

.

.

5.8 Accurately prepare.a balance
sheet iron a trial balance?

.

-

.
.

.

1

'

. .

:.

.

BAPC
25

alin
30

.

ARPC
32

.

,

TTIP1

Pfnancial
Statements,

Income mtatement

.

.
.

Balance :sheet

. .

.

.

. J

. '

,

1 ,

249
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RECOR6REEPING (6330) (

Topical Outline .

Personal Employability Competencies I!.

6. '

6.1

.

6.2

6.3

,

.

6.

,

PERSONAL EMPLOYABILITY
sxnas AND icionnosas

Future Business Leaders

av
DOES THE STUDENT: \ 4,

. .

-
.

.
t.

t15.1 Join and participate in local, regional, and state activities
the Future Business Leaders of-America? *- -

,

.

.

6,21 Organize work materials for best use of ties?

/,.
'.-.

4

6.22 Plan work efficiently to meet deadlines? , ; Op '
.'- 4

6.23 Maintain an uncluttered area in ind'around doWt
*.

.r \
e

6.3i Evaluate own performance realistically? .
4

.

6.32 Work hawoniousli with others on group assignment?

6.33' .Demonsirits attitudes of respect and cooperation with peers?

i6.34 Accept constructive criticisain a positive manner?. ° .

6.35 Exhibit selfIgTilnadin contributing to class discussions?
.

w
$ .

.

.

6.41 Exhibit traits which demonstrate responsibility including'
bringing proper, materials to elates, produciii6"use of time

(and economic use of supplies?
,, ,

0

,

.

.

,:(

-

.,

4

4

of America

Organizational Skills

Human Relations Skills

,

'It
. ,

,

I
0

.
.

.

Responsibility

A 249 4 .250
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Topical Outline

DOES THE ST

I /
Aptend

.43 .,-

;' , x
//Exhibit= Per ceiiiiten aAd initiative in completing aisignments?7

ass r arl

4

Cempetencies--

45 Follow oral written instructions in completing assignments?

6. 6 Identify - ersonal responsibilities within a group assignment
and follow through to completion?

251
4

252 IIF -13



SURVEY OF DATA PROCESSING

Grade Level: 10, 11, or 12 Prerequisite:. None

Survey of Data Processing is a half-year or a ope-year, singld-period course offered on'an elective basis
forgigh school students. The course introduces data processing and examines the/evolution of computing
equipment. Topics covered" nclude growth of data processing systems, applications of data processing,
the basic data processing cycle, input/output representation, equipment and syktems,and an introduction
to computer programming. The Course provides students,an opportunity to examine careers in data processing.

The skill areas identified for this offering include thse for both the 18-week and the 36-week course.
For the.36-week course, students should met all competencies Of the 18-week course plus competencies in
the krogramming Concepts and in the Programming Language: BASIC skill areas. Further, students in the 36-
week course should display a highor"level of proficiency in meeting the competencies.

The-following skill areas are included in Survey of Data Processing:

SKILL AREA 1 - INTRODUCTION
1.1 Need for-Data
1.2 Basic Concepts
1.3 History

SKILL AREA 2 - CARD INPUT'

0 2.1 Cards
2.2 Formats

SKILL AREA 3 - COMPUTER OVERVIEW/

SKILL AREA 4 - BUSINESS, SOCIETY, AND COMPUTERS
4.1 Users
4.2 Applications
4.3 Social Issues

SKILL AREA 5 - CAREER EXPLORATIOlt

5.1 Preparation
5.2 Choice
5.3 Emerging Occupations

3.1 Types '1 ti *SKILL AREA 6 - PROGRAMMING CONCEPTS
3.2' Advantag /14sadvantages 6.1 Procedures
3.3 Hardwr: 6.2 'Problem-Solving Techniques
3.4 Software 6.3 Code
3.5 Storage 6.4 Test
3.6 Numbering Systems 6.5 Documentation
3.7 Data Representation

/ 253 254

r.
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t

*SKILL AREA 7 . PROGRAMMING LANGUAGE: BASIC
7.1 Language Structures and Statements
7.2 Spates Commands

.

7.3 List.1%

7.4 Calculations
7.5 Functions and Subroutines
7.6 .Single-Lavel Tables

7.7 Minor, Intermediate. and Final Totals
7.8 Disk Files

4.1

SKILL AREA 8 PERSONAL EMPLOYABILITY SKILLS AND NROMEDGES
8.1 future iness'Leaders of America
8.2 or anal Skills.
8.3 Rumen Relations Skills
8.4 Responsibility

z

*Skill Areas 6 and 7 are recommended for the 36 -week offering of Survey of Data Processing 16612).

255
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SUREY MAWR PROCESSING (6611; 6612)

T
-Enabling Competencies Terminal Competencies Ref.

1

1..
.

INTRODUCTION

1.1 Neeefor Data

1.2 Basic Concepts

Cycle

Method"

,3

`CAN THE STUDENT;

List demands
and industry.

List demands
meats experi

for data that business
experience?

for data that.govern-
,.ence?

Define typical data processing
terminology?

Identify the steps in thedata'
processing cy

Identify the operations involved
in 'each step of the data pro-
cessing cycle? .

Contrast manual; mechanical, rmnch-
ed cardi, and electronic mithcifs of
processing data?

ti

blentify,deviCes used for manually,
processing data?

identif devices,used for stechani-,
cally processin4\data?

Identify cciiponents of electronic
dita processing systeMs?

CAN THE STUDENT:
1

6.

1.1 antify a basic data need
f business and industry end
of government?

`4.21 List the steps in the data
processing cycle and explain
each step?

o

A

1,-2-1-Distinguish between manual,
mechanical, punched card, and.
electronic. data processing
syjteme?

258 /I 3



Tcpical Outline

SURVEY OF DATA PROCESSING (6611, 6612)
I

Enabling Competencies Terminal Competencies

1.3 History'
1

'Pre-computer

Computer ira

CAN THE STUDENT:

Des Crib* functions of the cos.
ponents?

Describe the historical importance
of the abacus?

Describe the 1ppoktanceof Pascal's
adding-maching?

Describe the importance of
Jacquard's boos?

Describe the contributions of
Herman Hollirith?

Describi the contributions
Powers?

oi\James

-)
Describe the contributions of
Charles Beibbige?

Explain the significance oethe
following computer systems:

NerkI
'ENIRC,

UN/VAC?

V

IIG-4

Ref.

CAN THE STUDENT:'

1.31 Discuss five historical
events in the pre-conputer
era of data processing

1.32'Discuss'four historical
Oevelopments inthe computer
era?

259
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SURVEY OF DATA PROCESSING (6611, 6612)

Topical Outline Enabling Competencies
T-------

Terminal Competencies Ref.

CAN'THE STUDENT:

Describe unique characteristics
and importance of each computer
generation?

Discuss the current technological
advances in computer 'Titans?

2.

2.1 Cards

. 80-column'

4

4181IMMIHNIMIIbM.

J

CAN THE STUDENT:

State purpose of corner cut, color
"stripevand solid color cards?

Identify numbers and location'of
columns, rows, and punching
positiOns using the Hollerith code?

Identify edges and faces of cards?

Using blank cards and pencil, mark
digits 0 thru 9 on punched cards?

Using blank cards and pencil, mark
letters Ar.2 on punched cards?

Usiig b cards and pencil, mark
special cters.on punched
cards?

A

2.11 Identify card properties and
explain purpose of each?

2.12 Use Hollerith code to
correctly interpiet an 80-
column punched card?

I

261 4
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SURVEY OF DATA PROCESSING (6611, 6612)

Topical Outline .EnablireCompetencies Terminal Competencies Ref.

96-column

. . .

. Mark- sensed

.

2.2 Formats

CAN THE STUDENT:

Identify print, punch, zone, and
digit areas?

'

,

Identify the three 32-column tiers?

Read 96- column cards?

'Identify methods used to record
and read data on mark-sensed cards?

,

Read mark - sensed cards?

1 .

Identify the format and use. of
numeric fieldi?

...

Identify the format and use of
alphabetic/alphanumeric fields?.

/ -)
4,

Contrast analog and digital
computers?

Describe applications of digital
computers? ,

e....

CAN THE STUDENT:

2.13 'Interpret a 96-columnapunched
card? .....-,

-

.

2.14 Interpret a mark-sensed card?

2.2 Interpret card formats
illustrating numeric, alpha-
betic, and alphanumeric
fields?

.- #
.

.
..

/

.

.

...,---

,

.

Numeric fields. -

.

.
.

Alphabetic/alpha-
numeric fieldswasan.

3. comm r0 OVERVIEW
.

3.1 Types. ,

,

. .

.

3.1 Differentiate between uses of
digital and analog computers?

,

.,
.

' .

,

.

,

263 264
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Topical Outline

SURVEY or DATA PROCESSING

Enabling Competencies

6611, 6612)

Terminal Competencies Ref.

3.2 Advantages/
Disadvantages,

0

J

0

r

CAN THE STUDENT:

Describe applications of analog
computers?

)

Ca pare time required to process
data using computers and other
types of data processing methods?

mow* space required to store
data by computer and by other data
processing methods?

List disadvantages of processing
data by computer?

Define hardware?'

Identify computer input device's?

Identify computer storage devices?

Identify computer output devices?

Identify the three parts of the
central Processing unit and explain
this" function of each?

Define software?

Describe functions of the computer
operating system?

CAN.THE STUDENT:

3,2 Compare advantages and dis-N
advantages of processing data
by computer and by other
methods?

3:31--Categorite a-list of/lardy:ire
according to function?

3.32 Explain the functions of the
central processing unit?

3.41 Categorise a list of software
according to function?

266 116-7
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SURVEY OF DATA PROCESSING (6611, 6612)

F Topical Outline Enabling Comptencies

IIG-8

Terminal Competencies Ref.

3.5 Storage

2'6

CAN THE STUDENT:

Describe functions of compilers,
assemblers, and interpreters?

Describe functions of utility
programs?

Describe functions of application
programs?

Describe how development of the
symbolic form of coding simplified
the programmer's work?

Describe COBOL, RPG, and BASIC
programming languages?

Define flowcharting?

Explain coding as it relates to
the development of a program?

Define testing and debugging?

Explain the importance of
documentation?

Define types of primary storage?

Define types of secondary storage?

CAN THE STUDENT:

3.42 Differentiate between three
_ types of high-level languages?

3.43 List in correct sequence the
steps performed by a pro-
grammer in completing a pro.
greasing assignment?

3.5 Given a list of types of
storage, categorize as primary
or secondary?

2R8



Topical Outline

SURVEY OF DATA PROCESSING

Enabling Competencies Terminal Competencies Ref.

3.6 Numbering Systems

3.7 DaLii Re resentation

Nolleti code

Binary coded decimal

EBCDIC/ASCII

CAN THE STUDENT:

Define binary, decimal, octal, and
hexadecimal numbering systems?

Convert decimalLnumbers to binary
numbers?

Convert human-readable data to
machine - readable data using the
Hollerith code?

Interpret the Binary Coded Decimal
(BCD) Reprementation?

Interpret the Extended Binary..Coded-
Decimal Interchange Code and the
American Standard Code for Infor-
mation Interchange data representa-
tion?sm41.

4. BUSINESS, SOCIETY,
AND COMPUTERS

4.1 Users

4.2 Applications,

N

Identify major types of users of
electronic data processing?

Define a computer application?

2.69

411).

CAN THE STUDENT:

3.6 Distinguish among binary,
octal, decimal, and-hexa-
decimal numbering systems?

3.7 Interpret infoimation ,

presented in the formatof
the various computer data
representation\systems?

tp

mowermvmmomemovmamm.ROV

4.1 List three major users,of'
electronic data progessing?..

270
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SURVEY Or DATA PROcESSING (6611,.6612)

Enabling Competencies

. a

fi
Terminal Competencies

"4,

IIG-10

,

Government

c.

AdaineSs

Industry

4.3 Social Issues

'

CAN THE STUDENT:

Discuss major computerized
applications used by governmentS?

Discuss the use'cif computers in
management?

List typical computerized
accounting applications?

Lisrty0cal office systems that
may be computerized?

List typical uses of computers in
banks?

Give examples of the use of
computers in the following -

industries: .

'petroleum
Automotive
manufacturing
research?

List. consumer uses of computers
in or from -the home?

List examples.of computer use in
the following' areas:.

energy
'medicine

law enforcement 4

Cep THE STUDENT:
.

4.21 Identify two computerized
applications in government?

4.22 Identify four computeized
applications in business?

4.23 Identify fair computerized
applications in industry?

4.24 Identify two computerized
applications in the home?

4.31 Give an example of computer
0 use in each-area:

energy, 4
medicine
law enfOreemont

-272



9

SURVEY OF DATA PROCESSING (6611, 6612)

Topical Outline Enabling Competencies Terminal Competencies Ref.,

OD

CAN THE STUDENT:

retailing
education

transportation?

Explain con mieconceptionwand
myths related to the computer?

Discusi-E406 of computers and
the Privacy Act 5of 1974?

Discuss computer crime and fraud?

Discuss the impa creased use
of computers will e on society?

F

5. CAREER EXPLORATION

5.1. Preparation

5.2 Choice

MI.041.1.1

List entry-leverqualifications
required for data proceising
employment? 1(

Identify sources of education,for
data processing careers?

IList careers in data processing?

r

CAN THE STUDENT;

retailing
education
transRpitation?

4.32 Identify three,common mis-
conceptions and myths related
to the computer?

'4.33Foy three rise situations,
,describe'violations of privacy,
fraudulent or criminal uses
of computers?

4.34 Give three examples of the
impact computers may have on,.
society?

L.

MN.

5.11 List entry-level mmHg-
,

cations for data processing
employment?

5.12 List eduditional oppiortunities

for advanced study in data
eprocessipg?

Match a list of-job titles
with job descriptions and
entry-level requirements?

r

, 5
273 L.
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SURVEY OP DATA PROCESS

Enabling Competecies

(6611, 6612)

Terminal C-mpetencies

YIG-12

P'S

5.3 Emerging Occupations

CAN THE STUDENT:

Match operations perfotmed with
data processiigi lob titles?

Match job titles with entry-1471
requirements?,

Match' individual abilities and
skills with entry-level require-
ments?

Construct career ladders for data
processing jabs?

List examples of new computer
applications?

career opportunitie4
ting from new computer

applicationi?

6. PROGRAMMING

6.1 Procedures

6.2 Problem-Solving
Techniques

q111 THE STUDENT:

5.22 Construct a personal career
Ladder fOr.two positions?

AP,

5.3 Give examples of new computer
. applications that will pro-_

vide future career opportun-
ities?

Describe the steps for preparing ar
program?

Describe the'steps needed, to solve
a problem?

Describe other problem- solving tools)
including algorithms, input-

275

11. 1111,

6.1 Sequence the stops for
preparing a program?.

6.2 %Prepare a detailed Program
flowchart Or other logical
solution for a given set of
problem:specificatigns?

1.

271-;
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SURVEY or DATA PROCESSING (6611, 6612).
Terminal Competencies Ref.Enabling Competencies

6.3 Code

6.4 Test

CAN THE STUDENT:

processing, output charts, and
pseudo-coding?

Identify symbols and ruls for
flowcharting?

Given job specification, I/O record
layouts, and logidal solution
sheets, develop a logic **quince
for coding a program?

Given logical solution sheets,
program specifications, data
record layouts, programaing
reference manuals, and coding
sheets, code applications program?

Given a program with f4rors and
verified documentation, desk -check
and correct program syntax error (m?

Given program specifi tioni,
logic sequence,WO ..rd layouts,
listing of program, test
data, and camp ted coding sheets
for source desk -check the
logical validity of a source progra4
prior to compilation or'inter-
pretation?

Compile or interpret a source
program?

CAN THE STUDENT:

6.3 Code from a logic sequence an
application program using a
high-level,ccmputer language?

6.4 'Vest the validity of an
application program given
appropriate test data?

P21

P32,

33, 34

977
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.T4piCal Outline Enabling Competencies.
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Terminal Competencies

I/G-141

Ref.

6.5 Documentation
.

CAN THE STUDENT:

Correct syntax errors from a com-
pilation or interpretation listing?

CAN THE STUDENT:

Verify text output data with pro-
gram specifications-for compliance?

Given record(layouts,4cogram logics 6.5 Document a program?
.sequende, and program specification4
write a doc ntation narrative?

Complete in t/otput record layout
forms?

Given program requirements, related
systems flowchart, source-program
listing, logic sequence forms, and
job control setup specifications;
prepare cons4e operator's run
sheets?

Given program and operation
specifications, prepare a data
control instructional worksheet?a N N . 40

P38,

42, 44,
45

4

7. PROGRAMMING LANGUAGE:
BASIC

7.1 Lame Structure ;Describe the functiOns of common
and Statements 'BASIC statements?

279

7.11 Explain functions of commonly
used BASIC statements?

2S0
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SURVEY OF DATA PROCESSING A6611, 6612)
--r-

Enabling gompetencies Terminal Competencies Ref.

7.2. Systems Commands

7.3 List

7.4' Calcdlatio

7.5 Functjons and
. . Subroutines

scP

CAN THE STUDENT:

Identify correctly' written BASIC
statements?

Use_systems commands at terminal?
VP

4meBASIC statements to code
programs to'input and list data on
reports?

281

Explain the hierarchy of opera-
tions?

List and define the arithmetic
operatorii

.

Use appropriate BASIC statements
code programs to perform addition,
subtraction, multiplication, and
division?

Distinguish between programmer-,
supplied and computer-gsperated
functions?

Explain the functions of sub-
routines in programming?

Use BASIC statements for writing
subroutines?'

Use compUter -generated functions?.

CAN THE STUDENT:

7.12 Identify correctly written
common BASIC statements?

7.2 Use appropriate'systems
commands at a terminal?

7.3 Code and run a BASIC program
that will produce a listing?,

7.4 Code and r a BASIC program
tat will perform calcula-
tions on given data?

g

7.51 Code.and run a BASIC program
using one or more subroutines"

7.52 Code and run a BASIC program
using one olmore computer-
generated factions?

. 282
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.

Topical Outline Enabling Competencies Terminal Competencies Ref:

, -

.

AN THE STUDENT:

Identify the elements of ari array?

Explain tlp use of a single-level
tables? .

, . ,

Use BASIC. statements to code pro-
grams to produce single-level
tables?

,

Identify minor, intermediate, And
final totals on a computer-print-

A
out7-

Explain the logic of producing
minor, intermediate, and final
totels?

,e.

.

Use BASIC statements to code
programa to produce minor, inter-
,mediate, end final totals?

.

_

Differentiate between random
s2.

access and sequential files3,/-
.

fo
.

Use BASIC statements code pro-
grails to read and process data
fro"' sequential disk files? -;--,-'
',...

4#
...

Use BASIC statements read and
process data fram.random access
disk files? ,.

- 4.
.

'

CAN THE STUDENT:

7.6 Code and run a BASIC program
that will produce a single-,
level table?

.

.

7.7 Code run a BASIC prog am
that 111 produce a re t
with minor, in ate,

.

h and final totals?,

o ,

,
.

,

.

,

.

,. c.

,7:81 Code and rup a BASIC program
that will read and process
data from eieequential disk
file?

"- 7:82 Code-end run a
'and process. that will read and procese

.

data frcim a random access
disk file? 1

%
-

.
..

;.

.....

.
,

7.6 Single-Level Tables

. .

.

.,,

.

7.7 Minor, Intermediate,
and Final Totals

L

I
(

,

...-' .

.:.- . -
7,8' DiskiFilee

,

__. __

.

.

.

.

.

)

4

-
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SURVEY OF DATA PROCESSING (6611, 6612)

Topical Outline

8. PERSONAL EMPLOXABILrri
SKILLS AND KNOWLEDGp

8.1 Future Business Leader&
of America

.2 Organizational Skills

8.3 Human R.latiops Skills

4

'8.4 Responsibility

O

ti

DOES THE STUDENT:
tr

7 Tsonal Employability Competencies

8.1 Join and participate in local, regional, and state activities
of the'Future Business Leaders of America?

8.21 Organize work materials for best use of time?

8.22 Plan work efficiently to meet deadlines?

8.23 Maintain an uncluttered area in and around desk?

8.31 Evaluate an performance realistically!
4

8.32 Work harmoniously with others on a group assignment?'

8.33 Demonstrate attitudes of,respect and cooperation'with- peers?'

34 Accept constructive criticism in a positive manner?

8.35 ibit self-control in contributing to class discussions?

8.41 ,Exhib traits'hich demonstrate responsibility including bringing
proper rials to class,. productive userof time, and economic
use of supp Jed?

8.42 Attend class regularly

8.43 Arrive on time?

8.44 Exhibit persistelice4and initiative in completing assignments?

?'"
, .

-1

285 28g
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Topical Outline

4

IIG-

DOES THE STUDENT:

8.45 Follow oraOulli written instructions incompl ng assignments?

8.46 identify personal responsibilities within a group sit ent and
follow through to completion?

Personal Employ& ty Competencies

ty

287 289


